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CHAPTER 1

GENERAL INFORMATION

A. POLICY AND PURPOSE

1. The policy of the Department of Defense (DOD) is to promote
stability of employment for civilian employees affected by changing
manpower requirements and to provide maximum opportunity for placement
in other DoD positions. Consistent with this policy, a strong
placement assistance program shall be maintained to minimize the
adverse effects on employees caused by actions required for the
effective management of the Department of Defense, such as, but not
limited to, reductions-in-force, base closures, consolidations,
contracting out, position classification decisions, rotation from
overseas, and transfers of functions.

2. The purpose of this manual is to implement the policies
outlined in DoD Directive 1400.20.

B. RESPONSIBILITIES

1. The Assistant Secretary of Defense (Force Management and
Personnel) (ASD (FM&P)) shall:

a. Establish policy and issue procedural guidance, as
necessary, to reduce the potential adverse impact on employees and to
maximize the use of DoD-wide automated referral and placement programs
and outline these policies and procedures in this manual.

b. Designate DoD Zone Coordinators and other appropriate
program managers who shall;

(1) Act for the ASD (FM&P), within their assigned area of
responsibility, to provide overall program management, leadership and
direction, obtain the affirmative cooperation required to meet the
basic objectives of the program, and exercise specific authorities as
outlined in DOD Directive 1400.20 and this manual.

(2) Serve as Project Leaders and/or Action Officers for
ASD (FM&P) on DoD special projects/studies concerning employment,
reduction-in-force, and other personnel-related issues.

2. The Assistant Secretary of Defense (Comptroller) shall provide
implementing instructions to DOD components to assure that specific
financing is made available by the Components to installation levels
for severance pay and for travel and transportation expenses of DOD
employees, incident to relocation under the provisions of this manual.
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(Chap 1, Para B3)

3. The Director, Defense Logistics Agency, shall:

a. Serve as the host agency for the Defense Data Support
Center (DDSC).

b. Provide support services to the DDSC, which will receive
program policy guidance and direction from the ASD (FM&P), through the
Office of the Deputy Assistant Secretary of Defense (Civilian
Personnel Policy & Requirements).

c. Designate the Defense Electronics Supply Center to provide
automated data processing and other tenant support services to DDSC.

4. The Secretaries of the Military Departments; the Director,
Defense Logistics Agency; and the Deputy Assistant Secretary of
Defense (Administration) shall designate a Component Coordinator who
shall be responsible for assuring the efficient operation of the
Stability of Civilian Employment Program and the supporting automated
placement programs within the Component. The Coordinator shall
exercise the authorities and carry out the responsibilities assigned
in this manual.

5. The Heads of DoD Components, with the concurrence of the ASD
(FM&P):

a. May issue internal policy and procedures, as appropriate,
consistent with this manual.

b. Shall conduct periodic installation/activity inspections
or surveys to assure program compliance.

c. Shall, in coordination with Zone Coordinators, designate
Regional Coordinators with responsibility for each of the DoD
designated regions and, if required, in the overseas theaters, to
assure the efficient operation of the program within and between
assigned activities. Normally, a minimum of one Regional Coordinator
shall be designated for each region in which the DoD Component has two
or more civilian personnel offices. Regional Coordinator assignments
shall be reviewed periodically to assure that designated coordinators
devote the time necessary for effective implementation and
coordination of the program, as outlined in this manual. Regional
Coordinators serve under the general direction of DoD Zone and
Component Coordinators, with responsibility to assist in carrying out
the full range of field management activities outlined in this manual
for their respective Regions, and with the technical advice and
assistance provided by the appropriate DoD Zone Coordinator.
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6. DoD Zone Coordinators shall act for the ASD (FM&P), within
their respective zones, and are responsible for providing overall
management, leadership, direction, obtaining affirmative cooperation
in meeting the basic objectives of the DoD Program for Stability of
Civilian Employment, and are the principal points of contact in the
zones. Additional responsibilities of the DoD Zone Coordinators are
to:

a. Obtain affirmative support of Defense managers within
their respective zones for the DoD Program for Stability of Civilian
Employment and other related programs.

b. Conduct periodic reviews and staff assistance visits or
surveys to assure program compliance.

c. Authorize expanded area of consideration and/or extended
period of registration for registrants.

d. Apply area job freezes, as necessary, to provide placement
opportunities.

e. Freeze specific vacancies to provide placement
opportunities, based on special circumstances, as determined by the
Zone Coordinator, such as in instances of late or improper
registrations, etc.

f. Resolve disputes of employees' qualifications and other
program matters, including providing assistance in resolving employee
complaints.

g. Develop policy and procedural guidance and resolve
problems related thereto.

h. Investigate and direct corrective action on any non-
compliance or violation of DoD policies. This includes the
responsibility to direct placements and restoration of pay,
allowances, and differential, as set forth in 5 CFR, Part 550, Subpart
H, Sections 550.801 through 550.804.

i. Render final decisions on all requests for exception under
delegated authority from the ASD (FM&P).

j. Determine need for, schedule and conduct training.

k. Provide overall direction and technical advice and
assistance to Regional Coordinators.
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7. The Chief, Defense Data Support Center (DDSC) shall:

a. Design and operate automated placement systems consistent
with and necessary to achieve the policies established by ASD (FM&P).

b. Develop, prepare and issue procedural instructions and
directives for ASD (FM&P) in support of the program.

c. Exercise general supervision of the technical support
operations of the programs, including the preparation, development,
revision and distribution of DoD manuals, forms, input-output
documents, and other administrative works necessary to the programs.

d. As required, assist Zone Coordinators in providing policy
and procedural training.

e. Notify Zone, or Component Coordinators, as appropriate, of
delinquencies, noncompliance, questionable actions, or violations of
program requirements.

f. Maintain official program records and submit reports to
OASD (FM&P), Zone, or Component Coordinators.

g. Plan, initiate and conduct surveys to determine program
effectiveness and issue results to include recommended changes.

8. DoD Component Coordinators shall be responsible for assuring
the efficient operation of the Stability of Civilian Employment
Program and related programs, within their components, and provide
operational assistance and advice to DoD Regional Coordinators and
activities of their components to assure timely compliance with the
DoD Programs. Specific responsibilities include:

a. Within their component only, authorizing expanded areas of
consideration and extended periods of registration for displaced and
nondisplaced overseas employees.

b. Initiating necessary corrective action in instances of
noncompliance involving the component's activities. This includes the
responsiblity to direct restoration of pay, allow nces, and
differential as set forth in 5 CFR, Part 550, Subpart T, Sections
550.801 through 550.804.

c. Settling qualifications disputes within the same
component, as referenced at Chapter 5, Para C2.

d. Providing assistance in resolving employee complaints.
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9. DoD Regional Coordinators (including overseas), working under
the general direction of DoD Zone and Component Coordinators, assist
in assuring the smooth functioning of the DoD Program for Stability of
Civilian Employment, in their respective regions, and provide
operational assistance and advice to individual activities. Specific
responsibilities regarding activities under their direction are to:

a. Provide leadership, assistance, and technical direction
regarding the DoD Program for Stability of Civilian Employment.

b. Provide monthly reports to Civilian Personnel Offices on
the status of and policies applicable to the Program.

c. Participate with the Zone Coordinator and/or conduct
periodic reviews or surveys to assure compliance with the DoD Program
for Stability of Civilian Employment and furnish a copy of their
reports to the Zone Coordinator.

d. Under delegated authority of the Zone Coordinator, approve
exceptions from the Priority 1 or 2, restriction on promotions and
reassignments, expanded areas of registration, and such other subjects
as delegated.

e. Resolve disputes of registrant qualifications and other
operational problems. When necessary, elevate unresolved disputes to
the attention of the Component Coordinator or the Zone Coordinator, as
appropriate (see Chapter 5, Paragraph C). All disputes involving the
Regional Coordinator's own activity will be elevated automatically.

f. Budget for travel funds necessary to perform assigned DoD
Regional Coordinator functions.

g. Recommend policy and procedural changes to the Zone
Coordinator and participate in conferences in that regard.

h. Provide counseling and assistance in response to employee
complaints.

10. DoD Overseas Liaison Officers work under the general
supervision of DoD Component Coordinators and are responsible for
assisting CONUS activities in resolving problems and expediting
placement of overseas registrants.

11. Civilian Personnel Officers are responsible for effective
administration of the DoD Program for Stability of Civilian Employment
at their activity, for counseling employees on program provisions, and
for informing Commanders and key managers on program requirements.
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12. Commanders or Heads of Activities which are organizationally
responsible for the CPO function will issue a statement of support for
the DoD Program for Stability of Civilian Employment and insure that
all managers, supervisors, and staff officials comply with the policy
and procedures of this program. Civilian Personnel Officers may
obtain additional statements of support from Commanders of other
serviced organizations.

C. RECORDS AND REPORTS

1. Stopper List Documentation. Each civilian personnel office
will maintain a clear audit trail on all actions to include a file of
Stopper Lists, requisitions and responses thereto, and documentation
to show that all appropriate positions were matched against Stopper
Lists and were filled in accordance with the policies and procedures
contained in this manual. Documentation will be retained two years.

2. Registration Documentation. Each registering civilian
personnel office will maintain, for two years following deletion from
the program, an individual folder on each registrant in the Priority
Placement Program, with information as follows:

a. Registrant's name and date of counseling.

b. Date of registration.

c. Documentation of authority for any registration outside
the Zone.

d. Position title, series, and grade at time of registration.

e. Date on which substantially continuous foreign service
began. (Overseas employees only.)

f. Dates of any general or specific reduction-in-force
separation or demotion notice, functional transfer offers, and
declinations.

g. Positions, grades, and locations for which registered.
(Resume audit will serve this purpose.)

h. Offers received, accepted, or declined and from which

activities.

i. Reasons for declinations.

j. Date removed from the program and the reason.

k. Any other information determined necessary to document
placement consideration provided.
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3. Overseas Employment Program Registration Documentation.
Civilian personnel offices registering applicants into the Overseas
Employment Program will assemble an individual folder for each
registrant and will include:

a. Name, position titles, series, grades, and locations for
which registered. (Resume audit will serve this purpose.)

b. Standard Form 171, Application for Federal Employment.
(Do NOT send to DDSC.)

c. Record of queries received regarding registrant, and

registrant's responses.

d. Offers received, accepted, or declined.

e. Date removed from program and reason(s).

f. Any additional information determined to be of assistance.

These records will be retained for two years following deletion from
the program.

4. Employment Freeze Report. Should a DoD Component or a
subordinate command impose on an activity or "group" of activities a
total moratorium or "freeze" on personnel actions which impact this
program, the DoD Component will advise OASD (FM&P/CPP&R) and the
appropriate DoD Zone or Component Coordinator as to the nature,
extent, and duration of the "freeze".
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CHAPTER 2

STABILITY OF CIVILIAN EMPLOYMENT POLICIES

A. PROGRAM ADMINISTRATION

1. For the purpose of program administration, four geographic
zones have been established under the DoD Program for Stability of
Civilian Employment. They are reflected below and in the map at the
end of this chapter.

Zone 1: Boston, New York, Philadelphia DoD designated Regions
(including the Washington, D.C., metropolitan area)

Zone 2: Atlanta and Dallas DoD designated Regions
(including Puerto Rico)

Zone 3: Chicago and St. Louis DoD designated Regions

Zone 4: Seattle, San Francisco, and Denver DoD designated
Regions (including Alaska and Hawaii)

2. Three overseas theaters, identified as the Atlantic, Pacific,
and European Theaters, have also been designated under this Program.

3. Two Zone Coordinator offices have responsibility for overall
management of this and other related programs in an assigned area.
Those DoD activities east of the states of Texas, Oklahoma, Kansas,
Nebraska, South Dakota and North Dakota are under the jurisdiction of
the DoD Zone Placement Office - East, Robins AFB, Georgia. This
includes those activities in the Atlantic and European Theaters. DoD
activities in the states listed above and those west thereof,
including the Pacific Theater, are under the jurisdiction of the DoD
Zone Placement Office - West, El Paso, Texas.

B. PRIORITY PLACEMENT PROGRAM TRAINING REQUIREMENT

Each servicing civilian personnel office is required to have at
least one person fully trained in the policies and procedures of the
DoD Priority Placement Program and the DoD Overseas Employment
Program. Completion of the regular DoD Program for Stability of
Civilian Employment Training Course by one civilian personnel official
and periodic updating will suffice to meet this requirement.
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C. ADVANCE PLANNING

1. Notice of the closure of installations or major reductions
will be announced promptly after the clearance prescribed in DOD
Directive 5410.10 is obtained. Whenever possible, announcements
should be made at least six months in advance and requests for
clearances should be processed rapidly. In major base closures or
phasedowns involving displacement of large numbers of employees,
announcement should be made considerably more than six months in
advance, whenever possible. Announcements shall include the
following:

a. Information to all affected employees as to the nature of
the action to be taken and the reasons therefor.

b. Information to the appropriate offices of the Office of
Personnel Management, local and national officers of employee
organizations represented at the activity, local Bureau of Employment
Security Offices, Chambers of Commerce, and any other organizations
which may be of assistance in organizing and conducting programs to
find employment for employees to be displaced.

c. In a foreign area, information to the AMEMBASSY regarding
employees, local nationals, third-country nationals, and U. S.
citizens to be displaced.

2. At the time management decisions are made, the effects on
personnel must be considered and early plans initiated, as prescribed
in DoD Directive 5410.12, to cope with these effects. Consideration
will be given to the fact that early planning by both operating and
personnel management officials and sufficient lead time on any
necessary actions are basic to the success of efforts to retrain or
reassign employees adversely affected by changes in staffing
requirements.

3. Action will be taken well in advance of the planned reduction
to stop the hiring of new personnel in jobs for which the excess
personnel are qualified, so that vacancies can be used for
reassignment of personnel who will be adversely affected by reduction-
in-force (RIF) or transfer of function.

4. Actions will be taken to assure that placement assistance
efforts receive adequate resource backing in the form of additional
personnel and funds required to operate an effective program.

5. When special categories of employees, such as mentally or
physically handicapped, etc., are to be adversely affected, special
efforts will be made to provide maximum outplacement assistance.
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D. ADVANCE NOTICE

1. Employees serving under appointments without time limitation,
who are involved in separation by reduction-in-force or who are
required to accept assignment beyond the commuting area in a transfer
of function, are entitled to a specific advance notice period ranging
from a minimum of 30 days to a maximum of 90 days. The minimum
advance notice period in an active duty status shall be extended as
follows:

a. When the 30 day minimum notice is given, employees who
request a total notice period of 60 days will have such requests
approved. However, the additional 30 day period may only be
authorized in an annual leave or LWOP status.

b. DoD Components, at their discretion, may authorize a
minimum notice period of 60 days entirely in an active duty status.

c. At management's discretion, a further additional period of
30 days on active duty, annual leave or LWOP may be approved to
provide a total notice period not to exceed 90 days.

d. Employees who accept functional transfer and then decline
the functional transfer after the initial notice period need only be
given a 30 day advance notice of separation. However, such declinees
are eligible for registration in the Priority Placement Program.

2. Employees being reduced in grade as a result of reduction-in-
force should be given as much advance notice as feasible, but as a
minimum, a 30 day advance notice as required by the Office of
Personnel Management regulations. Priority Placement Program
entitlement for those employees limited to a notice of less than 60
days before reduction in grade will continue for a peciod which
provides for 60 days from the date of such notice.

3. U.S. employees in foreign areas, and Alaska, Hawaii, Guam, and
Puerto Rico who have return rights to CONUS will be granted the
additional LWOP or annual leave only if the leave is taken prior to
return to the continental U.S. for separation.

4. In reductions in which there is reasonable expectation that a
significant number of employees being released will be recalled to
their positions within one year, consideration should be given to the
authority to place employees on a one-year furlough.

5. Leave without pay, annual leave, or furlough, under the
circumstances outlined in paragraphs D3 and D4 above, are authorized
for the purpose of facilitating the Department's effort to provide
continuing Federal employment, without a break in Federal service, for
the employees involved.
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6. Reduction-in-force and other termination notices will not be
issued with an effective date for separation (or drop from strength
accounting) during the period 15 December through 3 January, nor will
any such notices be issued for delivery to employees during this
period. If, in specific situations, available resources absolutely
preclude any delays caused by this policy, exceptions may be
authorized by specific approval of the Assistant Secretary of Defense
(Administration), the Assistant Secretaries (Manpower and Reserve
Affairs) of the Army and Navy, and the Assistant Secretary (Manpower,
Reserve Affairs and Installations) of the Air Force, and Directors of
the Defense Agencies, as appropriate. It is expected that exceptions
will be minimal and approved only when the total adverse effect on
employees will be significantly increased if the exceptions are not
granted.

7. DoD Program for Stability of Civilian Employment, Reduction in
Force Information Pamphlet (DOD 1400-20-1-P, revised September 1990)
will be provided to all employees affected by Reduction-In-Force (RIF)
and those entitled to grade retention. If possible, this pamphlet
will be provided to the affected employee upon issuance of the RIF
notice.

E. FUNCTIONAL TRANSFER

i. Determinations as to when a transfer of function occurs among
different activities of the DoD shall be made in accordance with the
provisions of FPM Chapter 351, subchapter 10. Insofar as practical,
implementing directives or instructions will incorporate an advance
determination as to whether a transfer of function is involved. To
the maximum extent possible, in hiring to meet its requirements, the
gaining activity will give priority consideration to the employees of
the releasing activity.

2. When it is determined that there will be a functional transfer
which will result in a reduction-in-force, the personnel office of the
gaining activity will make a paper consolidation of the pertinent
retention registers of both activities. Each activity will process
for its employees appropriate actions to separate or reassign, as
determined from the joint retention register. After conducting the
reduction-in-force, all reemployment and appeal rights of employees
affected by the functional transfer rest with the gaining activity.
Whenever possible, the releasing activity will absorb elsewhere such
of its employees as will be made surplus by the transfer. Exceptions
to these procedures will be made only when the activities involved
mutually agree that unusual circumstances surrounding the specific
transfer make the actual transfer of all employees preferable to the
paper consolidation of retention registers.

3. For overseas employees affected by functional transfer, refer
to Chapter 6, paragraphs B5 and D2.
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F. PAYMENT OF TRAVEL EXPENSES (Overseas Activities, see Chapter 6)

1. Employees being involuntarily separated or demoted (other than
for personal cause), who are in other than a temporary status, will
have their transportation expenses paid by the releasing activity when
transferred or reassigned to a position expected to continue for not
less than one year at another DoD activity. Such payments will be
made to the maximum extent permitted under the provisions of the Joint
Travel Regulations, Volume 2. This shall include employees who have
been or will be affected by a reduction-in-force, involuntary furlough
for six months or more, transfer of function or base closure, and
employees who have been separated for these reasons and are reemployed
in DoD within the period of one year from date of separation. Also
included are displaced DoD employees who, during their period of
registration eligibility, are recruited for and placed in positions in
the Federal Government as a result of an interrogation of the DoD
Priority Placement Program or other outplacement efforts, under
conditions provided in paragraph F2 below, and employees who transfer
to a non-DoD Federal activity prior to separation because of
reduction-in-force or transfer of function or have been separated for
these reasons and are reemployed within one year of date of separation
in a non-DoD Federal Agency at a duty station located within the
United States, United States territories and possessions, the
Commonwealth of Puerto Rico or overseas areas. The releasing DoD
activity, if located within the above listed areas, will endeavor to
have the non-DoD activity pay travel and transportation expenses to
the new location; however, if this is not possible, the releasing DoD
activity will pay the expenses.

2. Employees eligible for Priority Placement Program registration
being involuntarily separated (other than for personal cause) may seek
other employment on their own initiative. When such employees obtain
positions within the Federal Government, they are entitled to have
their transportation expenses paid, provided they have not previously
declined a valid position offer and:

a. The position is in the same DoD zone where employed, or
outside the zone if the releasing activity certifies that the employee
has neither declined to accompany his function, nor can be assured a
suitable offer within the zone and the Zone Coordinator approves.
(Employees obtaining positions in Alaska or Hawaii from Zone 4 and
within Puerto Rico from Zone 2 will have their transportation expenses
paid by the releasing activity only if the releasing activity
certifies that a suitable offer cannot be assured within CONUS in the
respective Zone. For example, an employee who can be assured a
suitable offer elsewhere in Zone 4 would not have transportation costs
to Alaska or Hawaii paid by the releasing activity if such employment
was obtained on the employee's own initiative.)
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b. If the position is in a Federal Agency other than DoD and
is obtained prior to separation or within one year after separation,
the cost will be borne by the releasing activity if the gaining
activity will not assume the expense. Cost of travel expense will be
assumed by the releasing activity if the position is in DoD.

3. Office of the Secretary of Defense, Office of the Joint Chiefs
of Staff, the Military Departments and Defense Agencies will establish
procedures to remove any financing impediments to maximum employment
of all Defense employees affected by base closures, transfers of
functions, and other reductions. As required by DoD Directive
1400.20, arrangements will be made to assure that funds are set aside
and available at the component headquarters or major command level for
installations when needed for the payment of travel and transportation
expenses for this purpose. Implementing instructions issued by the
components will advise field agencies that local financial plans will
be increased to the extent necessary to pay travel and transportation
expenses incidental to hiring such employees.

4. When reimbursement for temporary quarters and miscellaneous
expenses cannot be authorized by the losing activity under the Joint
Travel Regulations, such costs are to be borne by the gaining activity
when an employee is placed into the gaining activity under the PPP
from an overseas assignment. This is in accordance with JTR, Vol 2,
Para c1052.

G. EARLY RELEASE OF EMPLOYEES IN BASE CLOSURES AND MAJOR TRANSFERS OF
FUNCTION

1. Whether or not formal placement efforts to assist affected
employees at activities being closed or transferred have begun,
vacancy information forwarded from other DoD and Federal activities in
or near the commuting area will be disseminated to employees.
Activities will not inhibit the recruitment and selection of employees
for other positions in or near the commuting area and employees
selected for such positions will be promptly released.

2. When necessary, employees released may be replaced by
temporary or term appointees, by detail of personnel from other
activities, by temporary use of military personnel, or by other
means. In appropriate cases, action to reprogram for a more rapid
phase-out of the activity being curtailed or transferred may be
considered.
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H. RETRAINING

Upon determining that employees will be adversely affected by
reductions or shifts in staffing by base closures and by other
management decisions, installations will make every effort to identify
actual and potential skills of affected employees for placement
possibilities which will retain as many employees as possible in
continuing employment in their current or allied skills or in skills
for which they can be trained. In many instances, shott-term training
or orientation will achieve the placement. In others, formal training
may be required. In such instances, available in-house capabilities
should be utilized. When these are not available or feasible,
assistance of the Department of Labor and other outside training
program sources should be sought.

I. SEVERANCE PAY

1. An employee who is involuntarily separated from Federal
service may be entitled to severance pay. The separation of an
employee who declines a position when it is moved to another commuting
area because of a transfer of function is an involuntary separation
for purposes of entitlement to severance pay, unless the employee's
position description or other written agreement of understanding
provides for such reassignment. Under certain conditions, a
resignation is considered to be an involuntary separation for purposes
of entitlement to severance pay. Severance pay will be administered
in accordance with the provisions of FPM Supplement 990-2, Book 550,
Subchapter S7.

2. Components will insure that adequate counseling and proper
administration of severance pay provisions are carried out when
entitlement is due. (Guidance on registering activity procedures is *

provided in Ch 3, para B3). Releasing activities are required to make
efforts to obtain equivalent job offers for employees with non-DoD
Federal Agencies in the commuting area. Placement efforts with other
DoD activities in the commuting area will be through obligatory
registration in the PPP.

J. RELATED POLICIES

1. Salary and Pay

a. Pay Fixing. A registrant who is placed through PPP or a
DoD employee who is scheduled for separation or demotion by reduction-
in force, or failure to accompany a function, who is placed by
reassignment, change to lower grade, reinstatement or transfer, or *

Reemployment Priority List (RPL), will have pay fixed in the new grade
at a step rate which preserves, to the maximum extent possible, the
last earned rate, except when such rate is earned while serving under
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a temporary promotion. This requirement is established for
Classification Act and Wage Grade employees and does not preclude use
of the "highest previous rate" rule authorized by FPM, Chapter 531,
Subchapter 2.

b. When a surplus Wage Grade employee is reassigned,
transferred, or reinstated under the Priority Placement Program from a
lower paying wage area to a higher paying wage area, the step held
will be preserved to the maximum extent possible.

c. Pay Retention. An employee placed in a lower grade
position and who is eligible for pay retention under Office of
Personnel Management, Department of Defense, or military
department/Defense Agency regulations will be accorded pay retention
if such rate is higher than that which can be provided under the
"highest previous rate" rule. If otherwise eligible, an employee is
entitled to pay retention when placed in a lower grade position within
DoD even though a movement across component lines is involved.

2. Promotions at activities being closed. Permanent promotions
and appointments will not be made at any activity announced for
closure or substantial reductions, e.g., 25% or more of work force,
during the 18 months immediately preceding the date of such closure or
reductions, except in those instances in which promotion is mandatory
to satisfy an employee's enforceable assignment rights, such as
statutory, administrative reemployment or restoration rights, or
implementation of new classification standards.

a. Permanent promotions will not be made at either gaining or
releasing activities in those functions involved in transfer and
merger of functions within 18 months of the date of the merger unless
a determination as to a different time interval is mutually agreed
upon by the releasing and gaining activities. Upon declination of
transfer of function and subsequent registration in the Priority
Placement Program, dermanent promotions of such registrants will not
be made. An exception to this is the promotion of an employee to
satisfy enforceable assignment rights such as statutory,
administrative reemployment or restoration rights, or implementation
of new classification standards.

b. Details, temporary promotions, temporary appointments, and
term appointments will be used to the maximum extent possible at such
activities. Employees receiving temporary promotions will be
registered in the Priority Placement Program at a grade level not
above the grade from which temporarily promoted.
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3. Continuing Positions. It is intended that an employee
referred for placement normally will be placed in a continuing
position. A continuing position is an unencumbered or uncommitted,
permanent position in either the competitive or excepted service which
is scheduled to be filled at the activity, including a vacant position
to which a DoD employee has return placement rights from overseas.
Also, a continuing position available for placement of a registrant is
defined as any position in the competitive or excepted service without
a known termination date which is encumbered by a temporary appointee,
temporary promotee/assignee, or reemployed annuitant. Temporary, time
limited positions of one year or less duration are excluded from this
definition but are covered by the provisions of Chapter 4, paragraph
A5, this manual. The standard reduction-in-force definition of a
position that will continue for more than 90 days will not be used as
the criterion.

4. Physical Examinations. Normally, no physical examination will
be required when an employee is referred for placement in a position
for which otherwise qualified. In unusual circumstances, in which the
position to which the employee referred for placement requires clearly
higher physical qualifications than are required in the employee's
present position, the gaining activity may request the releasing
activity to arrange, at the releasing activity's expense, any
necessary physical examination prior to the employee being reassigned
or transferred to a new position in another commuting area. If the
position is in the same commuting area, any physical examinations
required will be the responsibility of the gaining activity. Disputes
on physical qualifications will be referred to the appropriate Zone
Coordinator for resolution.

5. Performance Tests. An employee who, at the time of registra-
tion in the Priority Placement Program, occupies a position or has
occupied a position with satisfactory performance within the past
three years for which a performance test is part of Qualification
Standards, will be c¢.;sidered as having met the performance test
requirement. Other employees who have not passed required performance
tests within 36 months preceding registration will be registered for
positions requiring a performance test only after test requirements
have been satisfactorily met. In accordance with X-118, proficiency
requirements may be met for Clerk Typist, Clerk Stenographer, Data
Transcriber and positions with parenthetical titles of (Typing),
(Stenography), or (Data Transcription) by self certification of the
registrant. However, it's important that activities use judgment, in
that, individuals must have something in their background that
supports the self certification.

2-9



DoD 1400.20-1-M

(Chap 2, Para J6)

6. Temporary Retention of Sick Employees Scheduled for
Separation.

a. Title 5, CFR, Part 351, Subpart F, Section 351.608
authorizes, as an exception to regular retention order in a reduction-
in-force, the temporary retention of a lower-standing employee on sick
leave for a period not to exceed the exhaustion of that employee's
accumulated sick leave.

b. The Office of Personnel Management (OPM) has made the use
of this authority to make exceptions to retention standing for sick
employees optional with the agencies. It shall be the policy of the
Department of Defense to usa this authority under the following
conditions:

(1) When employees have applied for and the OPM has
approved employees' retirement for disability. If such employees opt
to use all of their earned sick leave, they will be separated when it
is exhausted.

(2) When an employee is incapacitated for duty in his
present position due to illness or disability that can reasonably be
expected to incapacitate him from such duty for 30 days or more after
the effective date of his reduction-in-force. Responsibility for
determining that this requirement is met rests with the responsible
official of the activity concerned and such documentation of
examination by a Federal medical officer as is considered necessary
may be required of the employee. Such employees will be separated
upon the exhaustion of their sick leave or termination of their
incapacity, whichever is earlier.

(3) The grant of an exception to retention standing will
specify an automatic termination date. With appropriate justifi-
cation, this date can subsequently be extended.

(4) An employee on leave without pay while being carried
on the rolls of the Office of Workers' Compensation Programs may be
separated and need not be restored to a pay status for the purpose of
granting any credited sick leave remaining.

7. Special Consideration for Repromotion or Position Change for
Employees Receiving Grade or Pay Retention Benefits. Consistent with
the objective of assigning employees to positions with responsiblities
commensurate with their qualifications and pay, it is the policy of
the Department of Defense that the priority placement requirements of
this manual will be augmented by other positive placement assistance
for employees receiving grade or pay retention benefits, due to
involuntary placement in lower grade positions, for reasons such as
reduction-in-force, correction of classification error, return from
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overseas, or declination of functional transfer. FPM Chapter 335
provides agencies the option of making an exception to competitive
promotion procedures for placement of such employees. Accordingly,
before making selections under competitive promotion procedures, each
DoD activity will provide special consideration to its current
employees who are receiving such benefits and who would be in the
established area of consideration for the position. If an employee is
qualified and interested, special consideration must be extended to
positions at or below the grade from which demoted and in the pay
group which covered the employee prior to placement in the lower grade
position. Special consideration does not extend to positions which
offer known promotion potential to a grade above that from which
demoted. Special consideration will cease when the employee is no
longer entitled to grade or pay retention benefits. Declination of a
valid offer at an intervening grade will terminate the employee's
entitlement to repromotion consideration at that grade level, but the
employee will continue to receive special consideration for higher
grades, up to and including that from which downgraded. Placement
actions under this provision, within the employee's current employing
activity, may take precedence over Priority 1 or 2 PPP registrants
during the above eligibility. Components may provide special
consideration beyond the above minimum DoD provisions.

8. Personnel Servicing After Base Closure. When an activity is
being closed, it is necessary for another activity to be designated to
provide personnel servicing to any caretaker or other residual forces
and to fulfill the duties and responsibilities associated with the DoD
Program for Stability of Civilian Employment. Unless otherwise
authorized by the Assistant Secretary of Defense (Force Management and
Personnel), the nearest DoD servicing personnel office will be so
designated, regardless of component.

9. Base Closure Placement Teams. When, at a base scheduled for
closure, there is a shortage of locally available trained
personnelists to provide essential staffing to complete the closure
action, the responsible Component Coordinator will provide for
augmentation of the local base Civilian Personnel Office, or organize
from within the component, a special placement team to be assigned to
the base during the closure period.

10. Requests for Authority to Allow Voluntary Retirements

a. All requests for authority to permit early optional
retirements in major reduction-in-force situations will be forwarded
in writing, through channels, to the Office of the Assistant Secretary
of Defense (Force Management and Personnel). Requests may be
initiated by an individual activity, command, or component and will
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provide the required information outlined in Federal Personnel Manual,
Chapter 351, Appendix B, and, in addition, will provide an assessment
of placement opportunities within the area proposed for application of
the authority.

b. Before forwarding the request to the Office of Personnel
Management, the Office of the Assistant Secretary of Defense (FM&P)
may request the Zone Coordinator to review and advise on the necessity
for the special authority. Also, in major Defense directed reductions
or base closures, the Office of the Assistant Secretary of Defense
(FM&P) may initiate requests for the special authority to the OPM.

11. Withdrawal of a Resignation, a Retirement Application, or
Declination of Functional Transfer. There are two circumstances in
which decisions on withdrawal of resignation, retirement application,
or functional transfer declination will not be open to employee
discretion. These are:

a. When the employee's position has been, or is scheduled to
be abolished, or

b. A commitment of the position to be vacated or declined has
been made to someone else.

12. Caretaker Work Forces. Employees assigned to caretaker work
forces at closed DoD activities will serve on term or temporary
appointments. Only with advance approval of the Component Coordinator
may caretaker positions be filled on a career or career-conditional
basis. Employees assigned to caretaker work forces may be registered
in the Priority Placement Program for consideration at other DoD
activities at their last permanent grade held immediately before
assignment to the term or temporary appointment in the caretaker work
force. Registration must be effected prior to date separated or
assigned from last permanent position.

13. Priority Placement Procedures Applicable to Actions at
Candidate Activities Involving Closures, Major Curtailments, and
Relocations. The following procedures apply to vacancies arising at
activities which are candidates for base closure, major curtailment
(Category 1), or relocation (Category 2). Zone Coordinators will
establish procedures at affected activities and notify the Defense
Data Support Center and appropriate Coordinators. The general
policies contained in Chapters 3 and 4 are applicable to vacancies at
activities scheduled for closure, major curtailment, or relocation and
will be followed.

a. Gaining Candidate Activities

(1) Stopper Lists will be matched against vacancies.
(Closure, major curtailment, or relocation study is not a basis for
considering a vacancy as noncontinuing.)
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(2) Requisitions will be submitted to DDSC when vacancies
match Stopper List skills, options, and grades.

(3) Offers will be transmitted to releasing activities
for matching registrants fully qualified for vacancies, in accordance
with the following guidelines:

(a) Releasing activities will be informed of the
nature of the candidate activity action and instructed to inform the
registrant when making the placement offer.

(b) Candidates for Closure or Major Curtailment
(Category 1). Offers will be extended olly for matching registrants
currently residing in the gaining candidate activity's commuting area.

(c) Candidates for Relocation (Category 2). Offers
will be extended to matching registrants.

(d) Activities in Both Categories 1 and 2. Offers
will be extended under the above guidelines dependent upon whether the
vacancy is in an organization subject to closure or major curtailment
(Category 1), or in a continuing organization subject to relocation
(Category 2).

(4) If the offer is declined, a report action will be
submitted to DDSC using Code 26 with the statement "Candidate Activity
- Not a Valid Offer."

b. Releasing Activities

(1) Upon receipt of a placement offer from a candidate
activity, the offer will be transmitted to the registrant.

(2) The registrant will be fully informed of the action
being studied at the candidate activity, i.e., closure, major
curtailment, or relocation.

(3) If a relocation candidate, the registrant will be
advised of the relocation site(s) under study. If an offer is
accepted at an installation subject to relocation (Category 2), the
registrant will be required to declare, in writing, agreement to
subsequent relocation if the candidate action is approved.

(4) The registrant will be advised that declination of
the offer will not remove the registrant from the Priority Placement
Program. If an offer is declined, a Code 26 will be submitted by the
requisitiong activity to DDSC containing a full explanation.
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(5) If the offer is accepted, the appropriate report
action will be submitted to DDSC deleting the registrant from the
program.

(6) If an offer is accepted at a Category 1 candidate
activity and the registrant is subsequently displaced at the candidate
activity by reduction-in-force, the employee will again be eligible
for Priority Placement Program registration.

(7) If an offer is accepted at a Category 2 activity and
the registrant has declared, in writing, agreement to subsequent
relocation, normally the employee would be ineligible to register in
the Priority Placement Program. However, Zone Coordinators may
approve registrations on an individual case basis.
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CHAPTER 3

PRIORITY PLACEMENT PROGRAM
ELIGIBILITY AND REGISTRATION

A. GENERAL POLICY

1. The Priority Placement Program provides the primary method of
registration and referral of DoD personnel for placement consideration
at DoD activities within the United States and Puerto Rico, who are:

a. scheduled for involuntary separation by reduction-in-
force,

b. scheduled for involuntary furlough for a period of 6
months or more,

c. scheduled for demotion by reduction-in-force,

d. scheduled for separation due to declination of functional
transfer outside the commuting area or whose positions have been
relocated outside the commuting area but within the competitive area,
and who are not on a mobility agreement,

e. satisfactorily completing a tour of duty or equivalent in
a foreign area, territory, possession, or in the states of Alaska and
Hawaii.

For registration of overseas displaced and nondisplaced employees, see
Chapter 6.

2. Registration Eligibility. The Priority Placement Program is
invoked while eligibles are still employed. Displaced employees with
career/career-conditional status and excepted employees with personal
career/career-conditional status whose job performance and conduct are
satisfactory under the registering activity's performance evaluation
system and who meet one of the following criteria may be registered:

a. Employees who are to be adversely affected by RIF or
declination of functional transfer. Such employees include part-time,
intermittent, seasonal or on call employees with status as described
above, as well as employees scheduled for furlough for 6 months or
more.

b. Full-time employees who decline a part-time position
offered under RIF procedures or such employees who decline a part-time
position at the losing activity following declination of an out-of-
area functional transfer. Such employees being separated after
declining the part-time job offers will have PPP registration
eligibility just as though the part-time work had not been offered.
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c. Employees receiving retained grade benefits who are
impacted by subsequent Reduction-in-Force action, either separation or
placement resulting in further retained grade benefits, may be
registered under the most recent of these actions for the highest
grade to which they have retained grade entitlement. The three GS
grade registration limitation will not be applied to the highest
retained grade when this limitation will prohibit the employee from
registering for current grade. (For example, an employee whose
retained grade is GS-9 and who is currently assigned to a GS-5
position, may be registered as the result of a subsequent RIF action
down to and including the GS-5 level, even though it is more that
three GS grades or equivalent below the GS-9.) For involuntary
registrants, the retained grade, the grade of the current position and
all intervening grades must be included. Registrants so affected will
have their priority determined on the basis of cumulative grades
downgraded.

d. Employees who are eligible for and take Discontinued
Service Retirement, as result of RIF or declination of functional
transfer and who are still interested in continued employment.
Registration must be effected prior to the date of retirement.

e. Employees eligible for Optional Retirement, but who are
also eligible for and elect to take Discontinued Service Retirement
under the conditions cited above, provided they desire continued
employment within DoD.

f. An otherwise eligible registrant who resigns but desires
continued Federal employment. (Release date, element 45, should be
one year from resignation date if a resignation occurs prior to
scheduled separation).

g. For other eligibles, see Chapter 6 and the Appendices.

3. Registration Eligibility for Excepted Service Positions.
Employees occupying excepted service positions who do not have
personal competitive status may register in the PPP for excepted
service positions. A qualifier must be included in element 42 or 43
of registration to show "Available for Excepted Service Position
Only."

4. Registration Ineligibility. The following categories of
employees are not eligible to register or, if registered, must be
removed from the Priority Placement Program:

a. Employees whose job performance is less than fully
successful under the registering activity performance evaluation
system or whose performance becomes less than fully successful after
registration, regardless of the rating of record.
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(1) An emrployee whose performance is in question at the
registering activity is considered to be less than fully successful
for registration purposes. The employee's performance becomes in
question when the registering activity has knowledge that the
employee's current or past performance directly and negatively impacts
on his/her qualifications, eligibility or suitability for registration
(i.e. a nexus can be established between the specific deficiency and
registration eligibility as described in paragraphs Bll and B12
below).

(2) In cases of recent less than satisfactory
performance, the employee will not be registered until satisfactory
performance has been subsequently demonstrated for a reasonable period
of time (normally 90 days).

b. Employees whose conduct is unacceptable.

(1) An employee's conduct is unacceptable when the
registering activity has knowledge that the employee's current or past
conduct has directly and negatively impacted his/her qualifications,
eligibility or suitability for registration (i.e. determine that a
nexus exists between the misconduct and registration eligibility).

(2) In cases of recent misconduct the employee will not
be registered until acceptable conduct has been demonstrated for a
reasonable period of time (based on the nature of the offense), or the
employee's successful adjudication, or a favorable determination of
finding in a directly related complaint has been made.

NOTE: Component, Regional and Zone Coordinators are available for
assisting in questionable cases. Activities are encouraged to
establish procedures for ensuring that an employee's performance and
conduct are acceptable prior to registration. It may also be prudent
in some cases to obtain information from investigative bodies, e.g.
criminal investigative division, security police or the inspector
general's office. Regardless of the procedure, decisions on
performance or conduct ineligibility should be made with full
information and with good judgment. Violations of these policies by a
registering activity may necessitate corrective action, including, but
not limited to, liability for all PCS costs to return the registrant
to the former duty station and other related expenses.

c. Employees who have applied for disability retirement,
until such retirement has been disapproved.

d. Employees who are eligible for and elect optional
retirement. NOTE: Registrants who, after registration, elect any
form of optional retirement; apply for disability retirement; or
against whom an adverse action or official notice of less than
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satisfactory performance is initiated, will be removed from the
Program by the registering Civilian Personnel Office upon the
initiation of such action.

e. Reemployed annuitants serving at the will of the
appointing officer.

f. Nonappropriated fund employees.

g. Employees serving under time limited appointments, or
overseas limited appointments either of indefinite duration or limited
term. (Note: An otherwise eligible registrant who accepts a position
of a time limited nature and who has not moved his or her household in
connection with the time limited position retains Priority Placement
Program eligibility).

h. Employees who accept part-time or temporary Federal
employment outside the labor market area of the releasing activity and
who elect to have the movement of household goods at the expense of
the Federal Government.

i. Excepted appointees who do not have personal

career/career-conditional status unless currently occupying an
excepted service position and registering for other excepted service
positions.

j. Employees who are eligible for registration for Attorney

GS-905 positions only.

k. Employees who are temporarily physically incapacitated.
Such employees must have their registration deferred until such time
as they are available to perform duties at the full performance level,
provided their period of eligibility has not expired.

1. Employees who are eligible for anr2 tave Discontinued
Service Retirement, as a result of a Notice of Job Abolishment, lose
their entitlement for registration. NOTE: Paragraph A2d above allows
registration if the Discontinued Service Retirement is due to RIF or
declination of transfer of function. The employee must be counseled
as to the difference between paragraphs A2d and A41.

5. Period of Registration (For Overseas Employees see Chapter 6
and for Retained Grade employees see Appendix B)

a. Employees scheduled for separation/furlough will remain in
the PPP until they are placed, decline a valid offer, are otherwise
deleted, or for 12 months after date of separation/furlough, whichever
occurs first. They must be scheduled for separation because of:

(1) RIF.
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(2) Declination of transfer of function outside the

commuting area.

(3) Involuntary furlough for 6 months or more.

(4) Declination of offer of RIF reassignment or demotion
in the same competitive area, but outside the commuting area, provided
they are not on a mobility agreement.

(5) Declination of an offer of demotion resulting from
RIF or declination of functional transfer. If separated as a result
of the declination, they may continue in the Program with the same
priority for 12 months after separation, unless deleted for other
reasons.

b. Employees scheduled for demotion under RIF will remain in
the Program until they are placed, decline a valid offer, are
otherwise deleted, or until the effective date of the position change,
whichever occurs first.

c. Displaced employees involuntarily registered will remain
in the Program until their separation date, unless they are placed,
decline a valid offer, or are otherwise deleted.

d. Any PPP registrant who accepts a permanent continuing
position in the Federal service or who accepts a non-permanent
position, when the losing or registering DoD activity pays PCS costs,
will be deleted from the DoD PPP.

6. Referral Priorities

a. Employees will be registered and referred for placement
with a numeric priority. A designated priority is assigned according
to registration eligibility (see Para A2 above). Priorities will be
assigned as follows:

(1) Priority 1 -

(a) Employees scheduled for separation by RIF
without an offer of continued employment.

(b) Employees involuntarily furloughed for 6 months
or more.

(2) Priority 2 -

(a) Employees scheduled for demotion by RIF of two
(2) GS grades, or the equivalent, or more.
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(b) Nondisplaced overseas employees completing one
or more overseas tours and the position to which he/she has return
rights is abolished and his/her return would initiate a RIF resulting
in a separation or demotion at the stateside activity where return
rights exist. (An A will be entered in element (48) on DD Form 1817
if the stateside position has been abolished).

(c) Nondisplaced overseas employees completing one
or more overseas tours or who are within six months of meeting their
five year limitation with return rights to a lower grade or who have
no return rights. (Priority two (2) for component only, employee will
be referred as a priority three (3) to other components).

(d) Employees who decline offers of functional
transfer involving relocation outside the commuting area.

(e) Employees who decline offers of RIF reassignment
or demotion outside the commuting area but within a competitive area,
and who are not on a mobility agreement.

(f) Air Force Status Quos (Appendix F) after all
other priority 2s.

(g) Army Military Technicians (Appendix J) after all
other priority 2s.

(h) Employees demoted by reclassification of two or
more GS grades or the equivalent. (Applies to Retained Grade Program
only).

(i) Demoted employees whose computed annual salary
is less that the fourth step of GS-l.

(j) National Guard Technicians (Army and Air Force
involuntary separatees). (Appendix K)

(3) Priority 3 -

(a) Employees scheduled for demotion by RIF of less
than two GS grades or the equivalent.

(b) Employees who decline an offer under RIF of less
than two (2) GS grades or the equivalent and are to be separated.
Such employees will have their priority converted by the computer and
referred as a priority two (2) to all activities luring the specific
notice period.

(c) Eligible nondisplaced overseas family member
employees.
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(d) National Guard Technicians (Disability Placement
Program). (Appendix G)

(e) Panama Canal Commission employees completing the
three year limitation. (Appendix E)

(f) Eligible Army Family Members. (Appendix A)

(g) Employees demoted by reclassification of less
than two (2) GS grades or the equivalent. (Applies to Retained Grade
Program only).

(h) Eligible Military Spouses. (Appendix I)

b. Employees who elect separation in lieu of RIF demotion by
resigning under notice and who desire registration under the PPP will
be registered for the priority to which they are entitled (had they
accepted the demotion) both during the notice period and following
separation.

7. Determining Priorities Involving Grade Demotions

a. Displaced employees affected by a simultaneous transfer of
function and RIF demotion who decline the lower grade position will be
assigned the highest priority to which entitled. They will be
permitted to register only for activities closer than the place of
functional transfer. Zone Coordinators may make exceptions to expand
the area of referral on an individual basis.

b. For purposes of determining the number of grades demoted
between General Schedule (GS) and Federal Wage System (FWS) positions
or between FWS positions, the General Schedule will be used. A
comparison will be made between the present FWS grade representative
rate (normally 2nd step for FWS) and the fourth steps of the GS
salaries. The GS grades with the nearest fourth step salary will be
used to determine the number of grades to be demoted. Example: A WG-
11 is being demoted to WG-7. If the second step of the WG-11 is
$26,922.30 and the WG-7 is $23,374.40, the $26,922.30 comes nearest to
the fourth step of a GS-9, which is $27,177.00. The $23,374.40 comes
nearest the fourth step of a GS-7, which is $22,214.00, which
constitutes a two grade demotion for Priority 2 registration.

c. The priority and lowest grade to which registration will
be permitted for persons occupying GS positions, who are offered a
part-time position in lieu of separation by RIF, or after declination
of transfer of function, will be determined by comparing the
representative rate (Step 4) of the full-time permanent position with
the representative rate of the grade nearest the computed annual
salary of the part-time position. For example, if a full-time
permanent GS-5 representative rate is $17,937 and the offer is to a 36
hour part-time GS-5 position with a computed annual salary of $16,080,
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the nearest representative rate would be GS-4. Hence, a one grade
demotion has taken place allowing a Priority 3 derignation and
registration eligibility at the GS-5 level.

(1) When the change is to a different pay system, or when
both the full-time and part-time positions are in the Federal Wage
System, the priority and lowest grade to which registration will be
permitted will be determined by combining this rule with that set
forth in paragraph b above. For example, if the full-time permanent
position is GS-7, with a representative rate of $22,214, and the offer
is to a 36 hour per week WG-5 position, the computed annual salary
based on the WG representative rate, Step 2, $10.34 per hour, or
$19,356.48 would be GS-6. Hence, a one grade demotion has taken place
allowing a Priority 3 designation, and registration eligibility at
grades GS-6 and 7. Additionally, since the computed annual salary in
this case is nearest the representative rate of WG-2, registration
could also be effected at the WG-3 through 5.

(2) The annual salary of the part-time position is
computed by multiplying the number of hours worked per week by 52, and
then multiplying that result by the hourly pay of the representative
rate of the position grade.

Example:

Step 1 - Hours worked per week = 36
Weeks in year = x 52

72
180

Annual hours worked = 1,872

Step 2 - Annual hours worked = 1,872
Hourly pay, represent- x $10.34

ative rate of part-
time position

Computed Annual
Salary $19,356.48

* d. Whenever there is a salary rate change for any pay plan,
you must review all affected current registrations for possible
priority change.

e. Full-time employees who decline a part-time position
offered through RIF procedures, or after declination of transfer of
function, will have entitlements in the Priority Placement Program.
If the employee is separated after declining the part-time position,
registration eligibility would be the same as though the part-time
position had never been offered.
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B. REGISTERING ACTIVITY PROCEDURES

1. Displaced employees will be accorded maximum placement
opportunity.

2. An eligible employee is entitled to b, registered upon receipt
of a specific advance notice. Registration may take place prior to
receipt of a specific advance notice, at the discretion of the
activity head or designee, when such action is consistent with
mission requirements. For early registrants, all of the following
conditions must be met.

a. The employee will be adversely affected by RIF or
declination of functional transfer.

b. The authorized priority can be determined (in the case of
transfer of function, the employee must have declared in writing an
intent to decline the transfer).

c. The timing does not conflict with any established or
approved registration dates by a higher headquarters within the
component, e.g., those contained in the approved reduction or
realignment plan.

d. Registration is extended to all activity employees
similarly affected.

3. PPP registration is mandatory during the notice period and for
one year from separation for employees who have entitlement to
severance pay. These actions usually stem from either failure to
accept relocation out of the commuting area associated with a transfer
of function or a RIF separation. Area of referral will include the
registering activity and any other activities within the commuting
area with positions that match the employee's qualifications.
Registration will be for the full range of skills for which the
employee is qualified (up to five), and will normally include the
current skill. Such registrants are required to register down to and
including two grade or pay levels below their current grade or level
(e.g. a GS-9 registrant will be mandatorily registered for GS-9
through GS-7 positions). In accordance with the Office of Personnel
Management regulations, (Federal Register/Vol. 55, No. 38) severance
pay is denied if a person while still employed refuses a "reasonable"
job offer which is defined as a job within the employee's commuting
area, at the same tenure and work schedule and at no lower than two
grade or pay levels below the employee's current grade or level. Only
those employees serving in supervisory or managerial GM positions will
be mandatorily registered for supervisory/managerial level positions
respectively.
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a. If it is determined that an activity does not employ the V
registrant's skills, involuntary registration should not include that
activity. An employee will not be involuntarily registered if there
are no activities within the employee's commuting area that utilize
the employee's skills.

b. The separation date for involuntary registrataions is the
date the employee is to be separated from the activity rolls. The
release date will be 12 months following the date the registrant is to
be separated from activity rolls.

4. The civilian personnel office of the registering activity will
determine which activities are considered to be within the employee's
commuting area. Each determination will be made on an individual
basis, based upon residence, availability and cost of public
transportation, convenience and adequacy of highways, and travel time
required to go to and from work.

5. If problems are encountered in determining commuting area for
an employee being involuntarily registered, assistance can be obtained
from Regional or Zone Coordinators.

6. Registration outside of the employee's commuting area is
voluntary on the part of the employee. All employees should be
counseled that all skills and grade levels will be referred to all
activities for which registered, including activities which utilize
the skills which are determined to be in the employee's commuting
area. Civilian personnel offices may wish to include a statement in
specific notice letters to advise employees of this requirement.

7. When a PPP registrant scheduled for separation declines an
offer outside the commuting area during the specific notice period,
the registration will be changed to delete activities located outside
the commuting area. If a registrant is registered for a grade lower
than current and subsequently declines a lower grade offer, the
registration will retain only the registrant's current grade for all
skills registered. If such a registrant declines an offer at current
grade outside the commuting area, the registration will be changed to
retain the current and lower grades and commuting area activities
only. These changes will be accomplished through file maintenance
process. Commuting area of referral is required under paragraph B3
above.

8. Employees who are to be demoted as the result of RIF or
acceptance of a functional transfer may be registered in the PPP for
consideration at other DoD activities in accordance with the
priorities designated in paragraphs A6 and A7 above. The employee may
be registered for the equivalent of three GS grade levels below
current grade down to and including that grade which is immediately
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above the grade to which being assigned. Example: An employee who is
scheduled for reduction from a GS-11 to GS-7 could be registered for
Grades GS-8 through GS-ll. If no offer is forthcoming within the
employee's notice period, the employee is to be removed from the PPP
at the time the assignment is effected to the GS-7 position. If the
registrant declines to accept the demotion and is separated, he/she
retains the same priority, as described in paragraph A6 and A7 above,
but will be entitled to remain in the Program for one year following
the date of separation, unless placed or otherwise deleted.

9. Eligible employees will be counseled on the PPP, their
obligations under the Program, and provided with information on DoD
activities within the area established by the civilian personnel
office for initial registration.

a. Employees displaced by RIF within the United States and *
Puerto Rico will normally be registered for referral to a minimum
number of activities, within the zone, nearest the individual's duty
station, likely to provide an acceptable job opportunity.
Registration for activities in an adjoining zone that are of equal
distance from the employees duty station to the farthermost activity
selected in the zone may be included in the initial area of
referral. Under these circumstances, neither initial registration
outside the zone nor subsequent expansion of the area of referral will
require zone coordinator approval. However, when the registrant's
area of referral extends beyond 250 miles from the registrant's duty
station and into a different zone then zone coordinator approval is
required. Within the area of referral the individual must normally be
willing to register for all DoD activities which utilize his/her
skills. This is done by reviewing the skills index in DoD 1400.20-2-M
to determine which activities have equivalent skills and registering
the individual for these intervening activities. The intent of this
provision is to avoid skipping over activities or states and
registering for more distant activities. In identifying the area of
referral, good judgment must be applied in satisfying the employees'
ability to relocate and identifying activities likely to provide the
maximum opportunities for job placement.

b. The PCS costs to locations within this area of referral
will be paid in accordance with the Joint Travel Regulations, Volume
II when the registrant locates another DoD or other Federal position
on his/her own initiative.

c. Registration of eligible employees within the United
States and Puerto Rico who decline functional transfer/RIF
reassignment outside the commuting area at their current grade, will
be limited to registration for referral to activities less distant
from the releasing activity than the activity to which the functional
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transfer/RIF reassignment was offered. If there is adequate lead

time, it may be desirable to limit registration of transfer of
function/RIF reassignment declinees to activities within the local
commuting area if placement possibilities exist. Such registration
should be for a short period of time (30 days) before expanding the
area of referral to areas involving PCS moves.

d. The registering activity will be included in the area of
referral for every displaced employee located in the commuting area of
the servicing activity.

e. When an employee has a duty station in a different zone
than the registering activity, the employee may be registered for re-
ferral as stated in paragraph B9a above.

10. The PPP provides the capability to effect registration of
eligible employees at individual DoD activities, or all DoD activities
within any broad area - state(s), region(s), or zone(s). There must
be a civilian personnel office determination that such registration is
necessary, and there must be reasonable assurance that the employee
will, in fact, accept an offer at any DOD activity within the broad
area.

11. Employees may be registered for up to five skills, but
normally not more than three occupational series for which they fully
meet the appropriate qualification standards and for the highest grade
level which does not exceed their current permanent grade, or their
retained grade, if appropriate.

12. Employees are to be registered only for positions for which
they are sufficiently well qualified to be completely acceptable in
such positions at the registering activity. This will normally go
beyond X-118 qualification standards. As a minimum, employees are to
be registered for their current skill. Exceptions to this require
approval of the Zone Coordinator. Minimum qualification standards
used for RIF assignment are not to be used for qualification
determinations in the PPP. As a general rule, a significant factor in
the selection of skills for registering is recency of experience.
This factor will be considered carefully in the skill registration
process. In order to be "sufficiently well qualified," as reflected
above, the registrant should be able to satisfactorily perform the
duties of typical positions in the skill for which registered with
orientation only. Extensive training should not be required. Under
no circumstance will a person be registered in the Program for a skill
for which that person does not meet all qualifications and legal
requirements, including normal physical requirements.
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13. An expeditious method of providing placement consideration for
a voluntary registrant is to initially register that employee for the
current position and grade, then later, add skills by file
maintenance.

14. Registration in the Program can be effected for GS, WG and WL,
(Grade 15 and below), WS (Grade 19 and below), and special Wage Grade
pay systems, e.g., WD, WJ, WK, etc., with applicable grade levels. GM
employees may be registered for any appropriate pay system and grade,
and when registered for GS jobs, the statement "Available for GM
Position" must be included in Element 42 or 43 on DD Form 1817 when
the registrant is available for such positions.

15. Employees may not be registered at grade levels to which
temporarily promoted.

16. Excepted employees eligible for registration (see Para A2
above) may be registered only for those positions no higher than the
highest grade for which they may be reinstated in competitive service
and not to exceed current grade. Excepted employees without personal
competitive status see A3.

17. Employees scheduled for separation who are available for
temporary positions of one year or less duration in their commuting
area will be identified by entering "T" in Element (33), Displaced
Employee Program, on the DD Form 1817, PPP registration.

18. Employees may not be registered for more than three acceptable
GS grades, or the equivalent, below the level of the position held at
the time of registration. The number of grade levels between GS and
FWS positions or between special pay category Wage Grade positions and
other FWS positions will be determined by formula in paragraph A7b
above. General Schedule employees may be registered for those
acceptable Wage Grade positions and grade levels for which fully
qualified and the gaining activity will make the determination whether
an offer constitutes a promotion based on their local wage schedule.
Wage Grade employees should be registered only for GS positions and
grade levels which have the same or lower representative rate and for
which the employee's pay can be fixed at a rate which is the same as
or lower than the rate paid in the WG position held at time of
registration. Promotions will not be affected through the PPP, except
in the unusual circumstances when pay setting policies require that
the nature of action be called "promotion".

19. Employees available for GS supervisory positions will be
identified by entering "Available for Supervisory Position" in the
Special Qualifications spaces on the DD Form 1817, PPP Registration.
This special statement is not required for WG supervisory positions
since pay group WS (Wage Supervisor) identifies registrants qualified
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for Wage Grade supervisory positions. Employees with entitlement to
severance pay upon separation, serving in supervisory positions at the
beginning of the specific notice period, will be registered
mandatorily for mipsrvisory level positions.

20. Individuals being registered for GM or GS positions are to be
registered under the following guidelines.

a. At the time of PPP registration, the statement "Available
for GM" will be coded in the Special Qualifications spaces on DD Form
1817 when the employee is indeed available for GM positions.

b. Employees scheduled for RIF separation who have
entitlement to severance pay must be registered in the PPP for one
year from separation and for their current pay group and grade
level. Involuntary registrants are required to register down to and
including two grade levels below their current grade or level.
Referral will be made to all activities in their commuting area that
use their skills.

c. GM & GS employees who are supervisors at the time of RIF
separation notice must be registered with the "Available for
Supervisor" statement. The use of the statement "Available for GM"
for GM employees is likewise required for mandatory registration
during the specific notice period. The use of either of these
statements after the separation date is optional with the employee.

d. GM employees will be identified under the GS pay group
designator. Use of GS only for skills identification will allow for
entry of up to five skills without duplication.

EXAMPLE: An eligible employee fully qualified for GM-343-14
and GS-343-14 will be registered as GS-343-14. Under this procedure,
only one of the five available skills entry lines is used allowing for
entry of up to four more series, grade, and option designators for
each registrant.

21. Registration for Special skill identifiers. There are three
broad skill identifier codes which may be used to effect maximum
referral possibilities for employees qualified for and willing to
accept any ne of a wide range of positions and grades. Employees
should be made aware of the broad category of positions covered. These
identifiers are not to be used in lieu of registration for specific
series, but may be used to afford maximum referral possibilities.

a. General and Administrative Support GS-300, Grades 1
through 4. Registration procedures for employees who are qualified
and available for occupational series covered by OPM's X-118 Clerical
and Administrative Support Standard, at grades GS-I, 2, 3, or 4, are
as follows: 1) GS-300 without an option code will be used for
employees who are available for all series covered by the standard
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that do not require specific proficiency (i.e. typing, steno, etc).
2) GS-300 with an appropriate option code (i.e. typing-TYA,
Stenography-STC, or Data Transcriber-DAT) will be used for employees
who are available for all covered series with the same proficiency
requirements or option codes (i.e. GS-300 TYA should be used for
employees available for any cccupational series covered by the
standard which requires typing proficiency). Employees registered for
GS-300 TYA will also be referred for GS-300 without options. 3)
Employees who do not desire consideration for all series, but who want
consideration for one or more specific covered series, must be
registered for each individual series on separate skill lines (include
option code as applicable).

b. General Wage Grade - WG-00000, Grades 1 through 4.
Employees qualified and available for placement in any non-supervisory
positions WG - 4 and below, excluding those requiring motor vehicle or
sewing machine operation, may be registered for the WG-00000 series.

c. General Trades Helper - WG-01111, Grade 5. Those
employees qualified as trades or crafts helper at the WG-5 level and
who are available for any Trades Helper position, may be registered
for the WG-01111 series in addition to specific occupational series.
Registration in the WG-01111 series is limited to grade 5 only.

22. Employees (except those displaced employees who decline part-
time positions under provisions of paragraph A2b above) will not be
registered for any grade at or below that to which RIF or reemployment
rights assignment is available.

23. Employees will not be registered for Attorney, GS-905
positions because of the special procedures required for appointing
employees to these Excepted positions.

24. Employees who have completed training or development, or who
are otherwise fully trained, will not be registered for referral into
trainee level vacancies. For example, a journeyman will not be
registered for referral back into apprenticeship positions, or a
graduate of an Intern Program will not be registered for referral back
into the trainee position. Employees may be registered at the same or
lower grade level in other skills for which they fully qualify for
continued training, and must be identified with option code TRA.
Advanced trainees may be registered for permanent level positions at
their current grade level or below for which they are fully qual'fied
as a separate skill line entry without the TRA option.

25. All data required for registration in the PPP must be coded on
DD Form 1817. The form is to be signed by the registrant and the
registering civilian personnel official and promptly forwarded to DDSC
for computer processing. When an employee is at a location remote
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from the registering activity causing a delay in obtaining a signature
for registration, the employee's signature may be omitted, and a note
to this effect entered on the registration.

26. Each registering activity will establish a 30-60 day time-
nhasel plan for review of each registration, depending upon the
potential period of registration. When a registrant fails to reccive
an offer within the period of time set, and it appears unlikely an
offer will be received, the registrant will be counseled on the
various possibilities of increasing placement opportunities.

a. Employees registered prior to receipt of a specific RIF
separation notice must, upon receipt of such notice, have file
maintenance submitted to involuntarily add the appropriate skills and
activities considered to be within their commuting area, unless
already contained in the Program resume.

b. Skills, lowest acceptable grade levels and areas c.f
referral may be revised by the registering civilian personnel office,
with the registrant's concurrence, to improve placement
opportunities. For expansion of area of referral beyond coverage of
Chapter 3, paragraph B9, Zone or Comaponent Coordinator approval, as
appropriate, must be obtained. When such authority is obtained, DD
Form 1817, Registration, and DD Form 1819, File Maintenance, are to be
annotated to advise DDSC that the expanded area of referral has been
authorized by the Coordinator. Changes in areas of referral will be
confined to the minimum areas necessary to assure placement.

c. Civilian Personnel Officials will obtain initials of
employees on file maintenance forms when employees are available,
otherwise they should assure the employees are aware of changes made.

27. The releasing activity will assure that the registrant meets
all reasonable and realistic selective factors as well as knowledges,
skills and abilities required for any position under consideration
and, if fully qualified, immediately communicate the offer to the
registrant. The registrant must advise the registering activity
Civilian Personnel Office of the acceptance or declination not later
than the day following receipt of the offer. The releasing activity
must seek clarification of any tentative job offer received for which
selective or special requirements are not clear or are inadequate for
a good qualification determination.

28. The registering activity civilian personnel office will
determine the validity of offers and report all declinations of a
valid offer to DDSC. A valid offer is defined as an offer from a DoD
activity for which the employee is registered, of a continuing
position and grade level, which parallels or exceeds the working hours
of the position of the registrant. If the registering activity
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determines that the position offered does not constitute a valid
offer, no declination will be reported to DDSC and, consequently, the
registrant will remain in the Program. Requisitioning activity should
use Report Action 26, not code 15. The following are some examples of
valid and invalid offers:

a. An offer, which in the opinion of the registering activity
constitutes an unreasonable difference in working conditions, such as,
excessive travel, hazardous work, exceptional physical requirements,
or emergency essential positions are instances in which the
registering activity may determine that an offer is not valid.

b. An offer at a location remote from the gaining activity
will not be considered a valid offer ahern the registrant's area of
referral was not intended to include the remote site.

c. An offer of a position identified as having return
obligation is not a valid offer.

d. An offer of a position at an activity identified as a
candidate for closure, major curtailment or relocation will be
determined as valid or invalid, under guidance of paragraph Jl3b, page
2-13.

e. An offer of a position in a function under study for
possible contracting out will be made to the registrant. The
registrant will be fully informed of the possible contracting out.
The offer will be considered valid and the necessary report action
will be submitted to DDSC. The offer will be considered not valid if
declined when a PCS movement is required.

f. The offer of a position requiring mandatory purchase of
hand tools requiring a substantial monetary investment by the
registrant will not constitute a valid offer if such a purchase
represents a requirement over and above that in the registrant's
current position.

g. An offer of a temporary position of one year or less
duration is not considered a valid offer and neither acceptance nor
declination of the offer will delete the individual from the PPP.
However, an employee will receive only one offer of temporary
employment. If he/she declines, the 'IT" must be removed from element
33 by File Maintenance.

h. An offer of a temporary or term position expected to last
longer than one year is not considered a valid offer if declined by
the registrant. If after being advised of its duration, the
registrant accepts the offer, he/she will be deleted from the PPP as a
valid placement.
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i. An offer of a position with a single option code to an
individual registered for a position in the same series with dual
option codes, one of which matches the vacancy, will be considered a
valid offer if declined by the registrant.

j. An offer of a position requiring execution of a mobility
agreement will not be considered a valid offer if the employee is not
currently serving under a mobility agreement and the declination is
based on the employee's refusal to sign a mobility agreement.

k. An offer of an excepted position to a registrant who
currently holds or last held an excepted appointment, will be
considered a valid offer and declination will result in the employee
being deleted from the Program. However, the employee who did not
hold an excepted appointment at the time of registration will be
advised of the excepted nature of the vacancy and if the offer is
declined, it will not be considered a valid offer or reported to DDSC
as such.

1. An offer of continuing employment from a non-DoD Federal
agency which meets the same conditions as those for which the employee
is registering (including payment of travel and transportation
expenses), except for the activity being non-DoD, is regarded as a
valid offer.

m. An offer of a supervisory level position will be
considered a valid offer if the registrant is qualified and available
for such a position, or if the offered position is a match for an
employee registered on a mandatory basis as a supervisor during the
specific notice period.

n. An offer of a full-time continuing position to a permanent
part-time, seasonal, intermittent or on call employee is considered a
valid offer and declination of the offer will serve to delete the
individual from the Program unless the person has restricted
availability to the same type of part-time, seasonal, intermittent, or
on-call appointment held at the time registration eligibility was
established. Such registration is limited to the commuting area.

o. An offer of a specific GS-200 Civilian Personnel
Specialist position or GS-800 Professional Engineer position for which
a registrant is referred because of availability for a GS-201 or 801
position with the matching option (as listed in Appendix D), is a
valid offer.

p. An offer of a GS-I, 2, 3, or 4 position, which is
classified in any series covered by X-118 Clerical and Administrative
Support Standard, to an individual registered for the GS-300 series is
a valid offer when the grade level and option codes, if any, of the
position match those of the registrant.
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q. An offer of any position, which has been identified as a
testing designation position for random drug testing by the Head of a
Component under the provisions of DoD Directive 1010.9, 23 August
1988, is a valid offer for PPP purposes and unless other factors
dictate differently, the declination of such a position will serve to
delete the registrant from the PPP.

29. An otherwise eligible employee may voluntarily accept
temporary Federal employment which does not require movement of
household, pending a permanent placement, and still continue
registration in the Program.

30. Registrants who accept or decline a part-time, intermittent,
seasonal or on call continuing position of which the number of hours
of work are essentially the same as that of the position held at the
time of registration eligibility will be deleted from the program.
Registrants occupying full-time permanent positions when registered
may decline offers of part-time, intermittent, seasonal or on call
positions and remain in the Program. However, registrants occupying
full-time permanent positions when registered and who accept offers of
part-time, intermittent, seasonal, or on call positions will be
deleted from the Program. These offers will only be made to
registrants in the commuting area.

31. An offer of a position will not be made if such placement
would constitute a promotion as defined in FPM Chapter 335.

32. The releasing activity will immediately notify DDSC of all
placements, declinations or changes in employee's status (death,
retirement, resignation, change in release date, etc.). Changes which
make the registrant unavailable for placement will serve to remove the
registrant from the Program.

33. All registrants will be counseled at the time of separation,
of the requirement to keep the civilian personnel office advised of
current address and telephone number where they can be reached to
receive offers and to advise the civilian personnel office if, for any
reason, they are not available for employment. Employees who fail to
keep the registering civilian personnel office informed of their
whereabouts will be removed from the Program. The registering
activity will be responsible for maintaining employee registrations on
a current basis by promptly submitting appropriate file maintenance to
DDSC.

34. The registering activity will normally release employees
within two weeks after positions are accepted, or in no case, later
than 30 days, without mutual agreement between the releasing and
gaining activities. The normal period for an employee to report from
an overseas activity to CONUS is 45 days, maximum.
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CHAPTER 4

PRIORITY PLACEMENT PROGRAM
GAINING ACTIVITY POLICIES AND PROCEDURES

A. COVERAGE

1. Upon receipt of notification (Stopper List) that registrants
are available for placement consideration at the activity which has
matching vacancies in the competitive or excepted service, the
policies and procedures outlined herein apply. ("Activity" includes
all organizations serviced by one civilian personnel office.)

a. Priorities 1 and 2. When skills are reflected on the
Stopper List marked with an asterisk (*) indicating Priority 1 or 2
all promotions, demotions, reassignments, appointments (including
reinstatements), and transfers are prohibited. A requisition must be
submitted to DDSC and offers made to registrants in priority order.

b. Priority 3. (Guidance on Military Spouse Preference
Program (S) is contained in Appendix I.) When skills reflected on the
Stopper List are not marked with an asterisk, this indicates the
availability of Priority 3 registrants and all appointments (including
reinstatements) and transfers are prohibited. The availability of
Priority 3 registrants will not preclude the filling of positions by
promotion, demotion, or reassignment, provided a person currently
employed within the component is selected. (For this purpose there
are four components: Army, Navy, Air Force, and the Defense
Agencies.) When the position is to be filled by appointment or
transfer, a requisition must first be submitted to DDSC and offers
made to registrants in priority order. When job opportunity
announcements indicate that candidates from outside the component will
be considered, or if announcements are not used but the activity
policy is to consider all candidates regardless of the source, a
requisition should be submitted to DDSC for Priority 3 registrants as
soon as it is apparent that noncomponent candidates will be referred
to the selecting official.

2. The Stopper List will also be matched against continuing
positions occupied by reemployed annuitants (except trial retirement
annuitants) and persons assigned under temporary internal placement
action. Such persons are to be displaced by Priority 1 or 2
registrants. Nondisplaced registrants will not displace reemployed
annuitants serving on appointments without time limitations. Disabled
veterans with 30 percent or higher disability ratings serving under
noncompetitive temporary appointments and employees serving under
handicapped appointments which may lead to conversion to
career/career-conditional status, TAPER and term appointees, and term
promotees are not included in the definition of temporary placement
actions and are not subject to displacement by Priority 1, 2 or 3
registrants. The Stopper List is not applied in the conversion of
Veterans Readjustment Appointments (VRAs), disabled veterans and
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handicap appointees to career/career conditional status. The Stopper
List is only cleared at the time they enter into the position. If Re-
employment Priority List (RPL) registrants are available, a
temporarily assigned person in a continuing position will be displaced
by a Priority 1 or 2 registrant only when this can be done without
contravening the rules of the RPL. (See Chapter 5, Paragraph B)

a. No annuitant may be re-employed in a continuing position
(even though it may be the same one from which retired and no break in
service is involved) if a qualified Priority 1 or 2 registrant is
available.

b. Persons serving under temporary, time limited appointments
in continuing positions will be displaced by Priority 1, 2, or 3
registrants, except as indicated in paragraph 2 above.

3. Positions which have administrative or statutory obligations,
such as those to which overseas employees have return rights, will be
matched against the Stopper List. However, when the civilian
personnel office has been officially notified that the person to whom
a position is obligated is returning, such as when the overseas tour
is nearing completion, that position will not be matched against the
Stopper List. If a match occurs and the position being offered is
obligated, the PPP registrant will be fully advised of the
circumstances, including the anticipated return date of the former
incumbent. Offers of positions to which employees have return rights
may be declined by registrants without affect-*ng their PPP
registration eligibility.

4. Part-time, Intermittent, Seasonal, or On-call continuing
positions which are vacant or temporarily incumbered will be matched
against the Stopper List. A requisition will be submitted when a
match occurs and offers made in priority order to those registrants
whose residence is within the commuting area of the position.
However, employees of the Panama Canal Commission registered under
Activity Code 075A will be offered Seasonal positions. Panama Canal
Commission employees placed in Seasonal positions under this provision
will have all PCS costs paid by the registering activity. DOD
activities will not pay the Temporary Quarters and Miscellaneous
expenses for such employees. Any resumes of registrants outsid- the
commuting area of the position (except those of Panama Anal
Commission employees referred for Seasonal jobs) will be returned to
DDSC with a Report Action Code 26, and an explanation of the nature of
the job. Registrants may decline offers of Part-time, Intermittent,
Seasonal, or On-call positions without affecting registration
eligibility, unless the hours of employment of the registrants at the
time of registration eligibility were essentially the same as or less
than those of the position being offered. For example, a part-time
employee/registrant working 20 hours pec week offered a part-time job

4-2



DOD 1400.20-l-M

(Chap 4, Para A4 cont'd)

working 20 or more hours per week must accept or be deleted from the
PPP. Registrants restricting their availibility to Part-time,
Intermittent, Seasonal, or On-call jobs within the commuting area must
accept offers with essentially the same work schedule as the position
held at the time of registration or be deleted from the PPP.

5. Vacant temporary positions, except as noted in paragraph A6
below, will be matched against the Stopper List and, when a match
occurs, a requisition will be submitted to DDSC. In cases where there
is reasonable expectation that a temporary position will last more
than one year, it will be considered the same as a continuing position
for purposes of the DOD Priority Placement Program. For those
temporary positions of one year or less duration, a vacancy
requisition is only required when a "T" appears with the matching
skill on the Stopper List indicating a registrant(s) is available for
such a position(s). Offers of temporary positions lasting one year or
less will be made to registrants only when the following conditions
are met:

a. The temporary position is to be filled from outside the
activity.

b. The registrant's residence is within the commuting area of
the vacant position.

c. The registrant is either a current employee of the
activity with the vacancy or has been separated with a break in
service of more than three (3) days.

The intent of these provisions on temporary jobs is to offer
registrants an additional period of employment prior to hiring from
other sources. It is not the intent to make gaining activities liable
for payment of lump sum leave and severance pay, which should properly
be paid by the releasing activity, therefore, the requirement for a
break in service of more than three days.

Additionally, employees should be informed of a possible loss of
retained grade and pay entitlement when they accept a temporary
position as a direct result of RIF or follow-on placement action.
Entitlement to grade and pay retention depends upon the nature of the
appointment held by the employee immediately before the action
taken. Consequently, employees downgraded after receiving a temporary
appointment at the former grade are not entitled to grade and pay
retention. However, an employee who is immediately downgraded (by
means of a permanent appointment or a temporary appointment) would
continue to be entitled to grade and pay retention (based on the
initial action, not the subsequent action) even if he or she is
subsequently downgraded, temporarily promoted, or permanently promoted
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to an intervening grade. To further explain and assist you in
determining appropriate counseling with effected employees, a Retained
Grade and Pay/Temporary Employment Decision Table is shown on pages 4-
19 through 4-21 of this chapter.

6. Temporary positions that have been established to support
special hiring programs, such as the Federal Summer Intern Program,
the Federal Summer Employment Program, or the Stay-In-School Program,
are excluded from the requirement to match the Stopper List.

7. Positions in functions under study for possible contracting
out are considered to be continuing and will be matched against the
Stopper List, unless an actual bid solicitation date has been
established and announced. The mere inclusion of a bid solicitation
date in a long-range planning document does not constitute an
"established and announced" date.

8. When OPM issues new classification standards which result in
positions being changed from one occupational series to another,
activities may match either series and option code(s), if appropriate,
and requisition accordingly. The computer will search automatically
for skills reflecting the other series.

9. Offers will be made to registrants for positions in the
Excepted Service, provided any special requirements have been met.
Registrants must be advised that the position is in the Excepted
Service and a declination will not delete the registrant unless the
current or last job held by the registrant is in the Excepted Service.

10. Vacant positions and those occupied on a temporary basis, as
described in paragraph 2 above, including those at overseas locations
(except as provided for in Chapter 6, paragraph E) will be matched
against each Stopper List received during the recruiting cycle until
an in-service referral list is issued or until committed. When an in-
service referral list is issued to a selecting official while the
Stopper List is clear, subsequent Stopper Lists need not be applied
against the position, provided a selection is made from among those
eligibles who were within reach and initially referred to the
selecting official. A selection must be made from the referral list
during its authorized life (open continuous not included) as
established by local merit promotion plan, labor-management agreement
or component policy. If, at any time, referral eligibles other than
those within reach initially are required or desired, the Stopper List
restrictions and procedures are again applicable to the position.

11. When a position is to be filled at one of several grades, the
Stopper List will be cleared at the target grade. For example, if a
GS-12 position is to be filled at grade GS-9, GS-II, or GS-12,
matching registrants at grade GS-12 must be requisitioned and
considered in priority order. This provision precludes the filling of
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positions at lower grades when PPP registrants are available at the
target grade. However, if the position is to be downgraded with no
intent to return it to the original grade, the Stopper List will be
matched at the new permanent grade.

12. Activities having an interdisciplinary position, i.e., a
position which may be filled by an applicant qualified for any one of
several general schedule series, must match the DoD Priority Placement
Program Stopper List for each qualifying job series at the grade of
the vacancy. If Stopper List matches occur, all matching series must
be requisitioned concurrently. Resumes referred for all series must
be assembled in priority order and an offer made to the highest
priority registrant (see Chapter 5, paragraphs A5 and 6) regardless of
the series for which the registrant was referred.

13. Positions covered by a formal training program, as described
in FPM Chapter 410, such as Apprentice or Management Intern, are to be
matched against the Stopper List at the entry grades. A match
occurs only when the series and grade are the same and the skill entry
includes the "Trainee" (TRA) option code. Registrants already fully
qualified in the field of the position are not to be offered
formalized trainee positions.

14. Positions below grade GS-9 or WG-8 (and other comparable
Federal Wage Systems positions, e.g., WL and WS with representative
rates below GS-8) may be re-engineered to lower grades urnier a
formally established and documented Upward Mobility Program, as
described in FPM Chapter 713, without matching the Stopper List at the
target grade, provided there has been advance identification. For
example, the Upward Mobility Plan or Affirmative Action Plan specifies
that the first ten WG-6907-5/6 vacancies occurring during the fiscal
year will be reclassified to WG-6907-4 to provide opportunities for
under-utilized employees, or the first two GS-525-6/7/8 Accounting
Technician vacancies each quarter will be restructured to GS-4 trainee
positions to provide opportunities for clerical employees serving in
the GS-501, 530, 540, 544, or 545 series. Such re-engineered
positions will be matched against the Stopper List at the entry
grade(s) using the "TRA" option code. Keep in mind that if your
Stopper shows a GS-300, TRA (series included in the X-118 Clerical and
Administrative Support Standard) you must requisition for your
specific series and the computer will automatically match the 300 TRA
series. When formally documented plans do not identify in advance the
kinds of positions to be re-engineered, the Stopper List must be
matched first at the full performance level.

15. When an activity intends to fill a position at the full
performance level with a non-DoD candidate, strong consideration will
be given to downgrading the job when the Stopper List reflects
registrants at lower grades. This will provide PPP registrants with
additional placement possibilities into jobs with growth potential.
However, selection of a PPP registrant under these circumstances must
be in accordance with agency RIF or merit promotion plans.
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16. Prior to the appointment of persons under the VRA and
Handicapped Program authorities, positions will be matched against the
Stopper List at the full performance level and offers made to
available registrants in priority order.

17. Selections of PPP registrants are to be treated as exceptions
to the average grade and high grade control restrictions.

18. Activities in Alaska, Hawaii, and Puerto Rico will apply the
Stopper List as follows:

a. Normal priority 1 and 2 restrictions will apply to all
positions when the registrant(s) last resided in (prior to an overseas
assignment), has return rights to, or is presently or was last
employed in the specific state/commonwealth. Those who meet these
conditions will be identified by a pound sign (#) on the Stopper
List. Registrants from outside Alaska, Hawaii, or Puerto Rico not
meeting these conditions wiil not preclude personnel fill actions,
unless it is proposed to fill the position from outside the
state/commonwealth.

b. Normal Priority 3 restrictions are applied when it is
proposed to fill the position from outside the state/commonwealth, or
when the registrant last resided in prior to overseas assignment, has
return right to or was employed in the specific state or commonwealth
at the time of registration.

19. The provisions of the PPP do not supersede requirements for
filling positions restricted to veterans preference eligibles. When
such positions are to be filled and only nonpreference eligibles are
available in the PPP, the procedures of FPM 330, Subchapter 4,
paragraph 4-3c, will be followed.

20. Activities with vacancies for which skills are not reflected
on their Stopper List are encouraged to use PPP registrants as a
primary source of recruitment. This should be accomplished by using
the interrogation procedure outlined in Chapter 13 of this manual.

21. In accordance with Chapter 1, Paragraph C, each activity will
maintain sufficient documentation to provide an audit trail of Stopper
Lists matched and results thereof. DOD 1400.20-3-M contains sample
formats to facilitate such documentation.

B. EXCEPTIONS

1. The following situations may be excepted from Priority 1 and 2
restrictions. These exceptions may be invoked by the Civilian
Personnel Office without prior Coordinator approval. When invoked, a
requisition is not to be submitted to DDSC. This includes vacancies
at remote locations.
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a. Promotions which are exceptions to competitive procedures
under FPM 335, Chapter 1-5c and under DoD regulations follow; however,
it is not the intent of the PPP to allow exceptions to the program
when true vacancies exist.

(1) The two types of career promotions:

(a) A promotion without current competition when at
an earlier stage an employee was selected from a civil service
register or under competitive promotion procedures for an assignment
intended to prepare the employee for the position being filled (the
intent must be made a matter of record and career ladders must be
documented in the promotion plan); or

(b) A promotion resulting from an employee's
position being classified at a higher grade because of additional
duties and responsibilities.

(2) A career ladder promotion following noncompetitive
conversion of a cooperative education student in accordance with the
requirements of FPM chapter 308.

(3) A position change from a position having known
promotion potential to a position having no higher potential.

(4) A temporary promotion of 120 days or less, unless the
position is a true vacancy. If the position is a true vacancy, a
temporary promotion can be effected only if the activity is
simultaneously recruiting to fill the position on a continuing basis
and the Stopper is cleared for the continuing position throughout the
recruitment cycle.

(5) Selection of a candidate from the Reemployment
Priority List for a position at a higher grade than the one last held
in the competitive service.

(6) Repromotion to a grade or position from which an
employee was demoted without personal cause and not at his or her
request.

(7) Consideration of a candidate not given proper
consideration in a competitive promotion action.

b. Reassignment or change to lower grade, within an activity:

(1) of an employee who occupies a position scheduled to
be abolished or functionally tranferred out of the commuting area
within one year,

(2) of an employee whose position is to be regraded
downward to correct classification error or comply with new or revised
classification standards,
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(3) of an employee to an incumbered position redescribed
as a result of position review,

(4) of an employee who has been found by appropriate
medical authority to be medically disqualified for the current
position but who is capable of performing the duties of the position
to which being assigned,

(5) of VRA and handicapped employees and 30% disabled
veterans serving as a result of special appointing authority reached
in RIF to vacancies under the jurisdiction of the same CPO.

c. Reassignments within an activity:

(1) when the vacancy of the same series, option (if any),
and grade created by the reassignment is made available to the PPP by
submission of a requisition to DDSC.

(2) of part-time employees to full-time positions when
the part-time position was acquired as a result of reduction-in-force
from a full-time position.

d. Change to lower grade of Senior Executive Service
employees removed during the probationary period or at any time for
less than fully successful performance.

e. Placement of employees who fail to complete satisfactorily
the supervisory or managerial probationary period required by FPM
Chapter 315, Subchapter 9.

f. Placement at the same or lower grade of surplus employees
under the jurisdiction of one CPO providing personnel servicing to one
or more components when excess personnel exist in one and vacancies
exist in the other.

g. When a CPO services employees of another component under a
cross-servicing agreement that provides under the merit promotion plan
for consideration of all employees within the serviced organizations
an exception to Priority 3 registrants may be invoked by the CPO.

h. The placement of persons to satisfy enforceable assignment
rights, such as statutory or administrative re-employment rights, or
reinstatement from the RPL, may be effected by the CPO.

i. The CPO may effect the placement of CO-OP Students at the
time they enter into the positions and when all required training and
education are completed and they are available for conversion to
career-conditional appointments.
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j. The CPO may effect the change of an employee from part-
time, intermittent, seasonal, or on call to a full-time schedule on
the position of record.

k. The CPO may affect the conversion to Career-Conditional
Appointment of Schedule B, PAC appointees within reach on the OPM
register of eligibles or under any other OPM authorized procedure.
The position in which the employee is converted must be of the type
for which the person is being trained and located in an organization
serviced by the CPO.

1. Grievance decisions through either negotiated or
administrative procedures and appellate decisions which mandate
placement of a complainant and which have the approval of the
appropriate local authority will be accomplished as exceptions to the
Stopper List.

m. The CPO may effect the promotion of an employee through
competitive procedures when an incumbered position has been upgraded
as a result of planned management action and the addition of another
person to the organization in which the job is located would result in
someone's being adversely affected by RIF.

n. Reassignments and changes to lower grade, within the
component, made for formal development/training purposes, as provided
by FPM Chapter 410, are excepted from the Stopper List. (This does
not include entry level type positions as provided for in paragraph
A13 above.)

o. A detail of 120 days or less may be excepted from Priority
1 and 2 restrictions, unless the position is a true vacancy. If it is
a true vacancy, a detail can be effected only if the activity is
simultaneously recruiting to fill the position on a continuing basis
and the Stopper is cleared for the continuing position throughout the
recruitment cycle.

p. A CPO may promote an employee whose position is upgraded
without significant change in duties and responsibilities due to
issuance of a new classification standard, or a position change
permitted by reduction in force procedures, provided the same employee
whose position is affected is placed in the new position. These
actions must be consistent with FPM 335, l-5b(l) and (2).

q. A Nonappropriated Fund (NAF) employee who is converted to
appropriated fund status in the same job (i.e., "same desk" and work
unit) may be converted without regard to PPP restrictions. This PPP
exception does not apply when an employee is moved from a NAF job to a
different appropriated fund job.
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2. The Zone Coordinator or the Regional Coordinator, under
delegated authority, may approve other promotions, reassignments, and
changes that are in keeping with the spirit and intent of the PPP and
which are not provided for elsewhere. Zone Coordinators will
delineate the types of situations which may be submittad for
consideration under this provision. When an exception is requested, a
requisition is not to be submitted to DDSC unless the excepticI is
denied.

C. STOPPER LIST

1. The Stopper List is a computerized product prepared oy DDSC
every two weeks and received by DoD Civilian Personnel Offices through
the Bulletin Board System (BBS) or by mail. Those activities with BBS
connectivity must retrieve the Stopper from BBS no later than close of
business on the Monday following the Wednesday night in which the
stopper cycle was processed. DDSC mails the hard copy of the Stopper
the Thursday following the Wednesday night cycle. In either case, the
Stopper list becomes effective upon receipt whether received by BBS or
mail and remains in effect until a subsequent Stopper is received.
The Stopper List reflects positions by Pay Group, Series, Title,
Option Code(s), if any, Grade and Priority of personnel registered in
the Priority Placement Program who have selected the activity serviced
by the CPO. The first page contains the four-digit activity code and
address of the activity. The second and succeeding pages reflect
skills of registrants. Each CPO will also receive a separate Stopper
List for each serviced activity located outside the commuting area
with approximately 50 full-time continuing positions to which an
activity code is assigned. The Stopper List is intended for use
within the civilian personnel office and not normally for use outside
the civilian personnel office. The Stopper List will be matched in
accordance with instructions contained in this chapter. A Vacancy
Requisition will be completed and the data submitted (by BBS, if
connected, or by electronic secretary) to the Defense Data Support
Center when a match occurs and when required by priority designation.

2. Additional registrants may be reflected on succeeding Stopper
Lists as a result of file maintenance of registrant skills and/or area
of referral and new registrants entering the Program. To assist
activities in decreasing delays caused by unnecessary Vacancy
Requisitions in those instances when only previously considered
registrants are available, each Stopper List forwarded to an activity
will reflect the total number of available registrants (including
registrants whose skills or area of referral have been file
maintained) and the number of new registrants entering the Program
since issuance of the previous Stopper List. A later Stopper List
need not be applied when resumes have been received and exhausted
unless the subsequent Stopper List reflects the addition of new
registrants on the second line for the skills since the preceding

4-10



DOD 1400.20-l-M

(Chap 4, Para C2 cont'd)

Stopper List. Each Stopper List remains in effect until a new listing
is received. Negative Stopper Lists will be forwarded to activities
not selected by any registrant.

a. Number of Registrants Available - Two numbers may appear
with a grade level for a skill, one number above the other. A number
directly beside a grade, opposite the Pay Group, Series and Option
Code(s), if any, indicates the total number of surplus personnel
registered in the Priority Placement Program, in that skill, who have
registered as willing to accept employment at the gaining activity.
This number will also reflect any registrants available as a result of
file maintenance of their skills and/or area of referral who did not
appear on the previous Stopper Lists for that grade. A second number
directly below the first indicates the number of new registrants in
the PPP in that skill and grade who did not appear on the previous
Stopper List for that grade. Stopper Lists addressed to CONUS
activities will contain numbers 1 through 99 to indicate the number of
available registrants for each grade level. An XX will be used to
indicate when 100 or more are available. Stopper Lists addressed to
Alaska, Hawaii or Puerto Rico activities will contain numbers 1
through 9 to indicate the number of available registrants for each
grade level. An X will be used to indicate when 10 or more are
available for Alaska, Hawaii or Puerto Rico activities.

b. Asterisks (*) - If a number, the X or XX is followed by an
asterisk (*) Priority 1 or 2 registrants are available for referral to
the gaining activity. If no asterisk follows the number, the X or XX,
only Priority 3 personnel are available.

c. "#" Code - For those activities located in Alaska, Hawaii,
and Puerto Rico, a special code - "#" - will be used to indicate
availability of registrants who are presently employed in, last
resided in, or have return rights to Alaska, Hawaii, or Puerto Rico to
enable receiving activities to properly apply the procedures listed in
paragraph A above. This sign will appear only on Stopper Lists going
to Alaska, Hawaii, or Puerto Rico activities. For example, if an
activity in Hawaii receives a Stopper List indicating a "#" Code with
a skill, it means that a registrant having that skill is either
currently employed in a Hawaii activity, last resided in Hawaii, or
has return rights to Hawaii. This same registrant would not be
indicated by a "#" Code on Stopper Lists for activities he may have
selected outside Hawaii.

d. Ampersand (&) - Whenever an ampersand (&) is shown, it
indicates there is a Priority 3 Military Spouse Preference Eligible
available.
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(Chap 4, Para C2e)

e. Following is an example of a Stopper List for a CONUS
activity:

PAY OPTION GRADE/NBR OF REGISTRANTS AVAILABLE
GRP SERIES CODES

Accounting Technician
GS 525 05/03* 06/01&

02*

Equipment Spec/Acft/Acft Prop Equip
GS 1670 AIB AIF 09/02* 11/01* 12/01

01

Instrument Maker Leader
"WI 3314 08/02*

Figure 4-1 STOPPER LIST FOR CONUS ACTIVITY

In the above example of a Stopper List for a CONUS activity, the
following skills, grades and priorities are affected:

(1) Accounting Technician, GS-525-05 and 06. The GS-05
level has a total of three registrants available of which at least one
is a Priority 1 or 2 as indicated by *. The 06 level indicates that
there is one regitstrant available who is a Priority 3 Spouse
Preference eligible. Since there is a number (2*) on the second line
of the entry for Accounting Technician, Grade 05, two of the three
total registrants available did not appear on the previous Stopper
List and at least one of these is Priority 1 or 2. Since there is no
entry on the second line for the 06 level, this registrant did appear
on the previous Stopper List and new registrants are not available.

(2) Equipment Specialist, Aircraft and Aircraft
Propulsion Equipment Options, GS-1670-09, 11 and 12. At the 09 level,
there are two registrants available of which at least one is a
Priority 1 or 2. The number 1 directly below the 2* at the 09 level
indicates that one of the two totel registrants did not appear on the
previous Stopper List and is a Priority 3. At the GS-12 level, only
one registrant is available, is a Priority 3 and appeared on the
previous Stopper List.

(3) Instrument Maker Leader, WL-3314-08. There are two
registrants available for Wage Leader Grade 08. At least one of these
registrants is a Priority 1 or 2 and both of them appeared on the
previous Stopper List.
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f. The following is an example of a Stopper List for a Hawaii
activity:

PAY OPTION GRADE/NBR OF REGISTRANTS AVAILABLE
GRP SERIES CODES

Personnel Management/Employee Rels/Staffing
GS 201 EMC/STB 11/01* #

Electronics Mechanic
WG 2604 10/01*

Pipefitter Supervisor
WS 4204 12/01

01

Figure 4-2 STOPPER LIST FOR HAWAII ACTIVITY

In the example of a Stopper List for a Hawaii activity, the following
skills, grades and priorities are affected:

(1) Personnel Management, GS-201-11, Employee Relations Option
and Staffing Option, Priority 1 or 2 (as indicated by *) who is either
currently employed in Hawaii, last resided in Hawaii or has return
rights to Hawaii (as indicated by # Code). This registrant appeared
on the previous Stopper List.

(2) Electronics Mechanic, WG-2604-l0. This registrant is a
Priority 1 or 2 and did appear on the previous Stopper List. This
registrant is not employed in Hawaii, did not last reside in Hawaii
and does not have return rights to Hawaii.

(3) Pipefitter Supervisor, WS-4204-12. This registrant is a
Priority 3 and did not appear on the previous Stopper List. This
registrant is not employed in Hawaii, did not last reside in Hawaii
and does not have return rights to Hawaii.

D. PROCEDURES

1. When a Priority 1 or 2 entry appears on a Stopper List, the
activity may not fill a matching position by competitive or
noncompetitive action, except as provided herein. This restriction
applies even when the activity is prohibited from increasing on-board
strength. In such cases, the activity must either obtain authority
from within the component to make an offer or refer the matter to the
Zone Coordinator.

4-13



DoD 1400 20-1-M

(Chap 4, Para D2)

2. Under no circumstances shall a position be changed as to series
or grade, canceled or. fill action be delayed for the purpose of
avoiding making an offer to a PPP registrant. Changes, cancellations,
or delays will be subject to investigation and corrective action by
Zone and Regional Coordinators.

3. For positions at grades 1, 2, 3, or 4, with occupational series
covered by OPM's X-118 Clerical and Administrative Support Standard,
the following procedures apply:

a. Any GS-300, without an option code, indicates a registrant
available for any position covered by the standard which does not
require specific proficiency. Examples: GS-350-4 Duplicating
Equipment Operator, GS-503-4 Accounting Clerk and GS-1531-4
Statistical Clerk positions which do not require specific proficiency
all match a GS-300-4 without an opticn code. However, you always
requisition for the specific series and the computer matches the GS-
300 series.

b. Any GS-300 with an option code (Typing-TYA, Stenography-
STC, and Data Transcriber-DAT) indicates a registrant available for
any covered position that has the same proficiency requirements or
option code. NOTE: GS-322-4 Clerk typist, GS-318-4 Secretary
(Typing), and GS-305-4 Mail and File Clerk (Typing), positions all
match GS-300-4 (Typing). If either the specific series or GS-300 with
appropriate options appear on the stopper, requisitions will be
submitted for the specific series and the computer will automatically
match both the specific series and the GS-300 series with appropriate
option.

c. Additionally, individuals registered for skills with the
typing option (TYA) will automatically be referred for the same
position not requiring the typing option. This procedure is true only
for posit--ns involving the typing option.

4. For positions in the GS-2XX, Civilian Personnel Specialist and
GS 260, Equal Employment Opportunity Specialist and the GS-8XX,
Professional Engineer series, option codes are used to describe
specific series. For example, STB (staffing) describes the GS-212
series, and CIB (civil) describes the GS-810 series. (See Appendix D
for other option codes in these series). For any vacancies in the 2XX
or 8XX specific series, the Stopper List must be reviewed for a
matching skill (the specific series arid/or the "generalist" series,
i.e. GS-201 or GS-801, with a corresponding option code) and if a
match occurs in either instance, a vacancy requisition must be
submitted for the specific series only. The computer will auto-
matically search for both and provide matching resumes, and offers
will be made in priority order.
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(Chap 4, Para D4 cont'd)

Example: If a GS-212-12, Staffing Specialist position is vacant and
there is no GS-212-12 match on the appropriate Stopper List but there
is a GS-201-12 entry with the STB and CLA options, a requisition
against the GS-212-12 position is required.

5. Any WG-00000, grade 1, 2, 3, or 4 skill, appearing on the
Stopper List indicates a registrant(s) available for any WG-1 through
4 position not requiring the operation of a motor vehicle or sewing
machine. Activities will match such WG positions simultaneously
against the specific series of the positions and the WG-00000 entry on
the Stopper List, at the appropriate grade. Resumes for the specific
series and the WG-00000 will, upon receipt, be merged in priority
order and registrants made an offer in accordance with normal priority
procedures.

6. Any WG-01111-5 skill appearing on the Stopper List indicates a
registrant available for any Trades Helper position. Activities will
match Trades Helper WG-5 positions simultaneously ag inst the specific
series of the positions and the WG-01111-5 entry. Resumes for the
specific series and the WG-01111 will, upon receipt, be merged in
priority order and registrants made an offer in accordance with normal
priority procedures.

7. When matching GM positions against the Stopper List, the
series, grade, and option, if any, will be matched against those
entries under the GS pay system. When a match occurs, a requisition
must be submitted to DDSC and an offer made to those registrants whose
resumes reflect availability for GM positions in the space for
"Special Qualifications."

8. General Schedule supervisory positions will be matched against
the Stopper List entries having the same grade, series, and option
code(s), if any. When a match occurs, a requisition must be submitted
to DDSC and an offer made to those registrants whose resume reflects
availability for supervisory positions in the space for "Special
Qualifications." However, offers for second and higher level
supervisory positions are not required unless the registrant has
previously successfully held a supervisory position. This does not
prohibit the offering of such positions if the gaining activity
wishes. Registrants scheduled for separation who>-e current position
is supervisory, as identified in their current position title, must be
made an offer during the specific notice period even though "Special
Qualifications" may not reflect such availability.

9. Option codes will be matched as follows:

a. Positions with one option code will be mdtched against the
Stopper List entries having that option code alone and those entries
that have two option codes, one of which is the same as that of the

0 position. For example, a position of Firefighter, GS-081-5, with a
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(Chap 4, Para D9a cont'd)

"Structural" option, will be matched against a Stopper List entry for
GS-081-5 (STE Structural). If no match occurs, the vacancy will be
matched to GS-081-05 entries reflecting the STE option in combination
with any other option, such as STE-Structural and AIG-Airfield. A
requisition is to be submitted when the single option skill matches
any Stopper List entry of the same pay group, series, grade and
option, if required by the Priority designations shown.

b. Positions with two option codes will be matched against
the Stopper List entries having both option codes. A match occurs
only when the two option codes in the Stopper List entry match
precisely those of the position.

c. Positions with more than two option codes and nooitions
with options other than those in Appendix D to this manual .ill be
matched against stopper list entries having no option codes. When
there is a series and grade match and resumes are referred, but there
is an apparent mismatch of skills, the gaining CPO should contact the
appropriate Zone Coordinator to determine whether an offer is
required. If a skills mismatc. is not apparent, or the Zone
Coordinator directs, the gaining and registering CPOs will discuss the
requirements of the position and the qualifications of the
registrant(s) and determine whether an offer is required.

d. If your vacancy does not require typing but there is a
registrant for the same series/grade on the Stopper List with the
typing option, you have a match. (Example: An activity has a vacancy
for a GS-204-04 position (not requiring the typing option) and the
stopper contains a GS-204-04 (TYA) and/or GS-300-04 (TYA). This is a
match and you should requisition for GS-204-04. The computer will
automatically search/match those that are registered with the typing
option. This procedure applies with positions involving the typing
option only.

10. In order to assure uniformity of consideration for displaced
employees within the commuting area, the PPP will be utilized. Manual
referral procedures are not authorized. Activities may consider non-
PPP registered persons only when authorized by other provisions of
this manual or by special permission from the Zone Coordinator.

11. Non BBS using civilian personnel offices servicing positions
at noncoded remote locations outside their commuting area which are
not covered by their Stopper List will submit requisitions to DDSC in
accordance with Chapter 10, paragraph B4. Requisitions under this
procedure will be submitted immediately after the position becomes
susceptible to the Stopper List and every 4 weeks thereafter until
other appropriate action removes the position from consideration.
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NOTE: Through the BBS, Civilian Personnel Offices servicing
positions at noncoded remote locations outside their commjtinq area
which are not covered by their Stopper List, may clear a remote site
(without DoD activity in commuting area) by selecting and clearing any
activity within the state of the vacancy. Under these conditions, you
may pick up (through BBS) the stopper of an activity within the state
of the vacancy and review for a matched/unmatched. In either case,
you must retain the Stopper copy for your records and audit trail.
Clearing the Stopper under this procedure must be accomplished every 4
weeks until other appropriate action removes the position from
consideration.

12. Civilian personnel offices in the United States which recrJit
and select for positions in foreign areas will requisition as follows:

a. For positions that are co-located at coded overseas
activities, the requisition will include the activity code of the
overseas activity.

b. For positions that are not co-located at coded overseas
activities, the requisition will include the activity code of the
nearest coded activity.

c. Requisitions will be submitted initially when recruitment
begins and every 4 wepks thereafter until other appropriate action
removes the position from PPP consideration.

13. Requisitions to identify registrants who may be able to
displace temporary assignees and re-employed annuitants in positions
at remote locations that are not covered by a Stopper List will be
submitted at the beginning of each calendar quarter.

14. Requisitions are to be submitted to DDSC promptly when a match
occurs and, when resumes are furnished, offers are to be made without
delay.

15. If at any time during or after completion of the recruiting
cycle an activity discovers they neglected to clear the stopper list,
they must contact their servicing specialist at DDSC by telephone to
request a reconstruction. Information required by DDSC is

a. Date SF-52 received in CPO

b. Date position filled

c. Pay group, series, and grade

d. Requisitioning activity code

e. Vacancy location
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(Chap 4, Para 15f)

f. Name of caller

g. Phone number

DDSC will perform a reconstruction process to determine if a
registrant missed proper consideration. If this is the case, contact
with the Zone Coordinator must be made to determine if corrective
action is required.
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CHAPTER 5

PRIORITY PLACEMENT PROGRAM
JOB OFFERS

A. MAKING JOB OFFERS

1. Offers to PPP registrants are to be made by a representative
of the gaining activity Civilian Personnel Office to a representative
of the releasing activity Civilian Personnel Office. No representa-
tive of the gaining activity will contact a registrant directly,
unless the Zone Coordinator has approved such direct contact. Any
selective or special requirement, including knowledges, skills and
abilities needed to satisfactorily perform the duties of a position
being offered will be clearly and thoroughly communicated to the
releasing activity so that proper qualifications determinations may be
made. In order to be considered sufficiently well qualified, the
registrant should be able to satisfactorily perform the duties of
typical positions in the skill for which registered with orientation
only. Supervisors and other subject matter experts may be consulted
by CPOs for guidance in order to resolve qualification issues.

2. The priority and information contained in resumes will be used
to determine to whom an offer will be made first. Only in rare
situations should additional information be required. Any additional
information needed will be obtained by telephone from activities
within CONUS and by electrical message from activities outside
CONUS. Such additional information may be obtained through the use of
a Standard Form 171 or similar document when the position to be filled
is at the GS-12 or higher grade level. In addition, Official
Personnel Folders may be obtained and reviewed for those registrants
referred for GS/GM-14 and 15 positions.

3. As indicated in the preceding paragraph, offers to GS/GM-14
and 15 registrants may not be consummated as quickly as those for
other grades. Accordingly, when placement consideration is underway
at grades GS/GM-14 or 15 and a subsequent offer for a lower grade is
received by the registering activity, the lower grade offer will be
held in abeyance pending resolution of the GS/GM-14 or 15 offer. In
such cases the appropriate Component Coordinator will be advised so
that prompt action can be taken to preclude any undue delay in
determining which offer is appropriate.

4. An offer is not to be made if such placement would result in a
prohibited promotion.
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(Chap 5, Para A5)

5. The gaining activity CPO will immediately contact the
registering activity CPO by telephone (if necessary, by electrical
message to activities outside CONUS) and make an offer consistent with
priorities. CONUS activities making offers to overseas registrants
will send an information copy of messages to the Overseas Regional
Coordinator. Offers will be made to:

a. Priority 1 registrants before Priority 2.

b. Priority 2 registrants before Priority 3.

6. Basic priority levels shall be consi.tent across component
lines. Within assigned priorities, components may determine the order
of job offers after considering such factors as registrant
qualifications, geographic area, owning component and costs.

7. Activities in CONUS making offers to registrants from overseas
activities will include in the electrical message: (See page 5-6 for
sample message)

a. The fund citation for miscellaneous expense allowances and
temporary quarters subsistence expenses.

b. The gaining activity code.

c. The location of the position if remote from the activity.

1. Any special qualifications that must be met.

e. Any other information pertinent to the job, such as it
being obligated, located at an activity under study for closure, or in
the Excepted Service, etc.

f. Indicate a desired reporting date, in accordance with
Chapter 3, paragraph B34 for the registrant to report for work.

8. Offers will be made until vacancies are filled, referred
resumes are exhausted, or offers are not required by reason of the
registrants' priorities. A referred resume that is a valid match
against a position, remains in effect until a personnel action is
completed for the position, even if the registration period for the
registrant has expired.

9. When registrants are referred to an activity for more than one
position at different grade levels, the offer will be made for the
highest grade.

10. Offers to PPP registrants will not be unduly delayed or denied
because the required personnel security investigation has not been
completed. wnen suuh iiivestigation is required, it will be completed
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as expeditiously as possible. As outlined in DoD Directive 5200.2, "A
final adverse determination may not be taken unless administrative
procedures are made available that will give the individual an
opportunity to refute allegations made against him or her." In those
instances, where it is not possible for the gaining activity to enter
a PPP registrant on duty and assign non-classified duties while the
clearance process is working, an offer will still be made. The
registrant being made the offer, has three choices:

a. Accept the offer, be deleted from the Priority Placement
Program and delay his or her reporting date until the appropriate
clearance is granted.

b. Accept the offer on a conditional basis and e-emain in the
Priority Placement Program with the option of either accepting or
declining one subsequent offer, should such an offer materialize prior
to the security clearance being granted.

c. Decline the offer on the basis that the delay in reporting
is unreasonable and therefore the offer is not valid. The registrant,
of course, would remain in the program.

Any questions regarding security clearance cases should be
referred promptly to the Regional Coordinator.

11. The normal reply time to an offer involving CONUS activities
is 24 hours. The normal reply time when the registering activity is
overseas is 7 calendar days. When a timely response is not received
from an overseas activity, the gaining activity CPO will contact the
appropriate Overseas Liaison Officer for assistance. Failure to
receive a timely response from any offer is not a valid reason to
consider a registrant unavailable and gaining activities will take no
further placement action until the outstanding offer is resolved.

12. Once a commitment of employment is made to a registrant, it
will be honored, unless approval to withdraw the offer is obtained
from the Zone Coordinator. Activities will not unilaterally withdraw
offers under any circumstances. Zone Coordinators will permit
withdrawal of offers only in rare and unusual circumstances.

13. When the offer and/or consideration has been consummated, one
copy of each referred resume must be completed indicating the
appropriate report action code and returned to DDSC. The report
action must be signed by an official of the civilian personnel office
and returned promptly, but not later than 45 calendar days (Priority 1
and 2) and 55 calendar days (Priority 3) after receipt of the
resumes. Instructions on report actions are contained in Chapter 11
of this manual.
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B. RELATIONSHIP BETWEEN PPP AND OPM PLACEMENT PROGRAMS

1. The PPP does not supersede enforceable statutory or regulatory
rights of employees or former employees, including the provisions of
5, CFR, Part 330, Subpart B, Section 330.201(a), which covers the Re-
employment Priority List (RPL). A discussion of the relationship
between the PPP, the RPL, and the Displaced Employee Program (DEP)
follows. (Also see page 5-7 for matrix)

a. The RPL will be established and maintained under the
provisions of FPM Chapter 351, Subchapter 9, and positions will be
filled from the RPL in accordance with FPM Chapter 330, Subchapter 2.

b. Although the RPL does not normally preclude promotion or
reassignment within the component, such actions cannot be effected
when a PPP Priority 1 or 2 registrant is available.

c. When RPL and PPP Priority 1 or 2 registrants are
available, positions will be offered to RPL registrants ahead of PPP
registrants except that:

(1) PPP registrants still employed anywhere in the same
component will be given offers before RPL registrants for positions
above the grade from which the RPL registrant was separated.

(2) PPP registrants still employed in the same component
will be given offers before RPL registrants when both are within the
commuting area of the position.

(3) PPP registrants still employed in the same component
but outside the commuting area of the position may be given an offer
before the RPL registrants. This is at the discretion of the
employing activity.

d. In displacing temporary appointees in continuing
positions, the following order will be applied:

(1) PPP registrants still employed from within the same
component for positions at grades higher than the grade held by the
RPL registrants while employed.

(2) RPL registrants or PPP registrants still employed in
the same component and within the commuting area of the position.
This is at the discretion of the employing activity.

(3) Other PPP registrants in priority order.

(4) DEP registrants certified by an OPM office.
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e. When RPL registrants are available, temporary promotees
and re-employed annuitants (other than annuitants re-employed under
trial retirement programs) in continuing, uncommitted positions will
be displaced by PPP Priority 1 or 2 registrants when they are still
employed and in the same component. Displacement will be by priority
order. RPL and DEP registrants do not displace temporary promotees.

f. Only RPL and DEP registrants may displace term appointees.

2. Activity CPOs should contact the Zone Coordinator for further
guidance when questions concerning the priority of offers to PPP, RPL,
or DEP registrants cannot be resolved.

C. QUALIFICATIONS DISPUTES

1. Civilian personnel offices at gaining activities are not
authorized to disqualify registrants by unilateral determination.
However, when there is a mutual decision between the gaining and
releasing activity CPOs that a registrant(s) is not qualified for a
particular position, an offer is not required.

2. When the gaining and releasing activity CPOs disagree on a
registrant's qualifications for a position, the dispute will be
resolved by the appropriate Coordinator(s). Each CPO will promptly
(within fifteen calendar days of the date of the dispute) furnish the
rationale for the determination to the appropriate Regional
Coordinator. The appropriate Regional Coordinator for the gaining
activity is the person having jurisdiction over the area where the
position is located. The appropriate Regional Coordinator for the
registering CPO is the person having jurisdiction over the "A" coded
activity which effected the registration.

a. The Regional Coordinator's decision is final when the
person has jurisdiction over both the gaining and releasing
activities.

b. When a dispute falls under the jurisdiction of more than
one Regional Coordinator and they cannot agree, the final decision
will be made by the Component Coordinator when the activities are of
the same component, or by the Zone Coordinator who has purview over
the gaining activity when the activities are of different components.

c. Any registrant expressing concern in writing for any
action affecting him/her as a result of registration in the PPP will
be provided a written explanation by the deciding coordinator.

5-5



DoD 1400.20-1-M

U&CURITY CLASSIFICATION

JOINT MESSAGEFORM I

PAGE DTGIRELEASER TIME PRECEDENCE CLASS SPECAT LMF CIC OlIGI/MA IENT

DATE TIME MONTH 1 Y AT INfO

OF I!
mOOs MESSAGE HANDLING INSTRUCTIONS

FROM: DDMT MEMPHIS (382A)

TO: 81 MSSQ RAF BENTWATERS UK//MSCS//

INFO: DOD OVERSEAS REGIONAL COORDINATOR (AS APPROPRIATE)

UNCLAS: 90-01

SUBJECT: PPP JOB OFFER

A. REF DOD 1400.20-1-M

1. MS MARY J DOE 001-00-0001 OFFERED POSITION OF COMPUTER SYSTEMS ANALYST

GS-334-12 lAW REF A.

2. POSITION REQUIRES IN-DEPTH KNOWLEDGE OF ELECTRONICS COMPONENTS NOMENCLATURE AS

RELATED TO COMPUTERIZED INVENTORY AND STOCK CONTROL SYSTEMS. (ACTIVITIES SHOULD

INCLUDE AN ADEQUATE DESCRIPTION OF THE DUTIES OF THE POSITION BEING OFFERED TO

ENSURE THE REGISTERING CIVILIAN PERSONNEL OFFICE HAS A CLEAR UNDERSTANDING OF THE

QUALIFICATIONS REQUIRED TO BE "WELL QUALIFIED." THE DESCRIPTION OF DUTIES WILL BE

COMMENSURATE WITH THE GRADE AND COMPLEXITY OF THE POSITION BEING OFFERED.)

3. POSITION IS OBLIGATED TO FORMER EMPLOYEE CURRENTLY SERVING IN MILITARY SERVICE.

EXPECTED DATE OF RETURN IS 1 JAN 1992.

4. FUND CITATION FOR MISC EXP AND TQA AS FOLLOWS:

1234567 7077 7078 7079 00001 46593 46594 46595 000002 000003 S3010101.

5. REQUEST NOTIFICATION BY RETURN MESSAGE OF ACCEPTANCE OR DECLIANTION OF POSITION

OFFER WITHIN 7 CALENDAR DAYS.

Figure 5-1. Sample Message to Overseas Activity.
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TYPE OF ACTION CONDITIONS ORDER OF OFFERS
First Second Third Fourth

Grade is higher than PPP prioroty RPL* PPP Priority 3 DEP
last held by RPL l&2 still registrant
registrant employed anywhere

Fill vacant continuing in component
position

Grade is not higher PPP Priority RPL# or PPP PPP Priority 3 DEP
than last held by RPL U&2 still Priority l&2 registrants
registrant employed in still employed

component in in component out-
commuting area side commuting

area

Displace temporary appointees Grade is higher than PPP Priority RPL PPP Priority 3
in continuing positions, except i last held by RPL l&2 still registrants
those annuitants reemployed registrant employed anywhere
under Trial Retirement Programs. in component
those employees serving under
Taper or term appointments, 30%
disabled veteran appointees and Grade is not higher RPL or PPP Other PPP DEP
those physically or mentally than last held by RPL Priority I&2 registrants in
handicapped employees serving i registrant still employed Priority order
under Schedule A or B Excepted anywhere in
Appointment Procedures. component

Displace temporary assignees Grade is higher than PPP Priority RPL* Other PPP
(e.g., those promoted, detailed, last held by RPL 1&2 still Priority l&2
reassigned, or changed to lower registrant employed anywhere registrants in
grade) to a continuing position. in component priority order

Grade is not higher RPL* or PPP Other PPP
than last held by RPL Priority 3&2 Priority ]&2
registrant still employed registrants in

anywhere in priority order
component

Displace Taper or term Representative rate of RPLt DEP
appointees and those serving the position is the same;
under other non-temporary as or lower than that of,
appointments except Status Quo the position last held
employees by the registrant

* The RPL does not preclude the filling of vacancies by position change of current component employees (Fi? CH 330. Sub CH 2);
however, when PPP registrants are available this order of offers must be followed throigh ffP Prio-ities l&2.

Figure 5-2. Matrix of order of offers from RPL, T)OD/PPP and DEP.
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CHAPTER 6

PRIORITY PLACEMENT PROGRAM
POLICY FOR OVERSEAS ACTIVITIES

A. GENERAL POLICY

1. Except as modified by this Chapter, the policies and
procedures contained in this manual also apply to overseas employees.

2. Displaced and nondisplaced DoD overseas employees may be
registered in the PPP for placement referral to other DOD
activities. The conditions and special policies regarding the
registration of both categories of employees follow.

3. Overseas employees evacuated or to be evacuated for military
or other reasons which create imminent danger to life, may be
registered for placement assistance under the PPP upon prior approval
of the Office of the Assistant Secretary of Defense (Force Management
and Personnel (OASD(FM&P)). The appropriate priority for such
registration will be determined at the time the approval is granted.

B. DISPLACED OVERSEAS EMPLOYEES - Those employees who are scheduled
for involuntary separation or demotion by RIF or who decline a
functional transfer outside the commuting area.

i. Registration Eligibility. Displaced overseas DoD career/
career-conditional employees arid DoD Excepted Service employees with
personal career/career-conditional status are eligible for
registration, provided they are scheduled for involuntary separation
or demotion by RIF or they decline functional transfer outside the
commuting area.

2. Registration (Duration and Condition)

a. Displaced overseas employees scheduled for separation will
remain in the PPP until placed, declination of a valid offer, exercise
of return rights, otherwise deleted, or for 12 months after date of
separation, whichever occurs first.

b. An employee scheduled for demotion under RIF will remain
in the Program until placed, declination of a valid offer, exercise of
return rights, otherwise deleted, or the effective date of the
position change, whichever occurs first. A registrant who is
scheduled for demotion who declines the demotion and is separated, may
continue in the Program (in the existing Priority) for 12 months after
separation, unless otherwise deleted.
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c. Displaced overseas employees without return rights at
current or higher grade, who return to the United States after
separation without a placement offer, will have overseas activities
deleted from their area of referral by the registering activity.
Their registration will be continued for up to 1 year following their
separation dates for locations in the United States and Puerto Rico.

d. Displaced overseas employees remaining in the overseas
area after separation will remain in the PPP for up to 1 year
following separation. They must, however, be deleted from the Program
for specific overseas activities when insufficient time within the 5
year limitation would remain to complete a full renewal tour.

e. Displaced overseas registrants, who exercise return
rights, are to be deleted from the PPP with Registering Activity
Report Action Code 11.

3. Assignment of Priorities

a. Displaced overseas employees will be assigned referral
priorities in accordance with the severity of the proposed action. If
such employees can still complete a tour, i.e. a specific renewal
tour, they can be registered for intratheater referral or CONUS
referral, but not both. If such employees cannot complete a toiir,
i.e. e specific renewal tour, they can only be registered for CONUS
referral to activities within the zone from which they came or a zone
closer to the overseas area.

b. Basis for Registration Eligibility
Priority

(1) RIF Separatee without an offer of continued

employment. 1

(2) Transfer of Function Declinee. 2

(3) RIF Demotee of two or more GS grades or
equivalent. 2

(4) RiF Demotee less than two GS grades or
equivalent. 3

NOTE 1. An overseas displaced employee who is demoted less than two
GS grades as a result of RIF and declines the demotion, his/her
priority will be converted, by the computer, to a priority 2 during
the notice period.

NOTE 2. An overseas displaced employee may register for either
referral to the United Scates and Puerto Rico or to Intra-theater, but
not both.
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4. Authorized Area of Referral

a. Employees currently in foreign areas, who are not serving
under an agreement to return to Lht! United States and who b'ecuai
displaced, may register for referral to other activities within the
theater. They must sign an agreement (Appendix H, page H-l) to return
to the United States, upon completion of one renewal tour, at the
location in which they are placed, and agree to register for return
placement to the United States 6 months in advance of completing the
renewal tour.

b. In instances in which a registrant initialLy met the tour
of duty requirements for a given activity in a foreign area at the
time of registration, but because of time lapse no longer meets tour
requirements, the registering activity will delete the activity from
the area of referral by submission of DD Form 1819, File Maintenance,
to DDSC.

c. Overseas displaced employees with reLurn rights at their
current or higher grade are not eligible for registration for referral
to activities in the United States, or Puerto Rico. These employees
may exercise their return rights or may register for intra-theater
referral at grades no higher than their current level.

d. An eligible overseas disp •ce-, employee without return
rights at his/her current or higher g -ay be registered (under
guidelines of Paragraph B4h below) for •f•ral either to activities
in the United States and Puerto Rico, or the current overseas theater
(European, Atlantic, or Pacific) for the present grade and lowest
acceptable grade (subject to the prohibition against registering for
more than three General Schedule grades or the equivalent below
current grade).

e. An eligible overseas displaced employee with return rights
at a lower grade may be registered (under guidelines of Paragraph B4h
below) for referral either to activities in the United States and
Puerto Rico, or the current overseas theater for the present grade and
lowest acceptable grade, down to but not including the grade to which
return rights exist (subject to the prohibition against registering
for more than three General Schedule grades or the equivalent below
current grade).

f. An eligible overseas displace- employee, whose home of
record is Guam, may be registered for referral to Guam and other
activities within the current theater, or for refecrat to activities
in the nearest zone in the United States.
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g. Displaced employees in Hawaii may be registered for
referral to activities in the Pacific Theater under the following
conditions:

(1) If the registrant signs an agreement to remain at the
new overseas location for at least one full tour of duty.

(2) If the registrant signs an agreement to return to the
United States within 5 years after overseas assignment.

h. Displaced eligible overseas employees, including those in
Guam, will be registered for referral to the minimum number of
activities (either in the U.S. or the overseas Theater, but not both)
likely to provide a job opportunity. If registered for the U.S.,
registration can be for activities within the Zone from which
recruited; the zone in which last resided; or the Zone closest to the
overseas activity. If registered only within the Theater,
registration can be for activities which are no further than the zone
from which recruited or last resided, unless authorized by the
Component Coordinator for component activities only. Such employees
must meet all other conditions of eligibility for registration and be
able to meet the tour of duty requirements for each overseas activity,
while still meeting the conditions of their agreement to return from a
foreign area within 5 years. When registering such employees, the
intra-theater area of referral must reflect individual activities and
not broad country selections. Component Coordinators may authorize
expanded area of referral in the United States and Puerto Rico for
displaced overseas employees, including those whose home of record is
Guam.

5. Special policy regarding Displaced Overseas employees.

a. Displaced overseas employees registered in the PPP who are
returning to the United States and are entitled to continued
registration under the policies contained in this Chapter, will have
their registration changed to provide a stateside activity as the
servicing agent during the remainder of their registration
entitlement. To accomplish this change, the following procedures will
be applied:

(1) The overseas civilian personnel office will select a
stateside activity to serve as the point of contact and maintain the
returning employee's PPP registration. The selected activity will be
one of the following:
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(a) Nearest DoD civilian personnel office of the
same component in the vicinity of the returning employee's stateside
home of record.

(b) The largest DoD activity nearest to or in the
vicinity of the home of record, if a component activity is not in the
vicinity.

(2) Just prior to employee' s return, the overseas
civilian personnel office will advise DDSC, via message, of the
selected activity and proposed date servicing should take effect. At
the same time, provide file maintenance to change home address to the
stateside home of record. When the employee has returned to the
United States, the overseas civilian personnel office will transfer
the Official Personnel Folder to the selected servicing stateside
activity.

(3) The overseas civilian personnel office will advise
the selected stateside activity of the departure of the employee from
the overseas area. The overseas activity will counsel registrants of
their responsibility to contact the stateside activity upon arrival
and verify the address and telephone number where they may be reached
when a placement offer is tendered.

(4) The stateside activity will have the responsibility
for submitting file maintenance to keep registration data current,
relaying the placement offer to the registrant, and for submitting any
appropriate report action.

b. When a transfer of function occurs at the employee's
overseas location resulting in a physical move to another location in
the United States or overseas, the employee must accept transfer of
function or may exercise return rights or may register in the PPP.
Registration is limited to activities located nearer to the overseas
duty location, within the theater, than the activity to which the
employee has transfer-of-function rights. If otherwise eligible for
return-to-residence transportation, the employee may be provided such
transportation instead of accepting the position offered under a
functional transfer. The question of whether the employee has
completed the required tour of duty does not apply.

c. Displaced employees overseas accepting placement offers at
another overseas location must sign an agreement with the gaining
activity to serve a minimum of one full renewal tour (Appendix H, page
H-2). If, at the time of selection, the registrant is eligible for
and desires renewal agreement travel, such travel will be granted by
the releasing activity prior to the effective date of the placement.
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d. Displaced employees who are being placed with another
component overseas, e.g., Army to Air Force, will retain any return
rights to which entitled.

C. NONDISPLACED OVERSEAS EMPLOYEES - Those employees who complete at

least a one year tour overseas and are scheduled to return to the
United States.

1. Eligibility

a. Nondisplaced overseas DoD career/career-conditional
employees and DoD Excepted Service employees with personal
career/career-conditional status who are not serving under an
obligation to return to the United States, or who are satisfactorily
completing a tour of duty in a foreign area or a U. S. territory or
possession, are registered at their option in the PPP. Eligibility
and time of registration are determined on the basis of length of
overseas tour including authorized extensions, proximity of the
registrant's tour to the five year limitation and the period allowed
for program consideration. Assuring timely registration is the
responsibility of the registering activity. Employee must be
available for registration within seven work days after notification
that the tour is not being extended or be subject to separation if no
return rights exist, or if return rights exist, administrative action
to exercise return rights will commence and DoD/PPP registration
eligibility will be forfeited. Under no circumstance will the time of
registration be manipulated to allow personal job shopping at one or a
few activities (such as Hawaii only) where the opportunity for
placement is slight, nor to allow for a single activity registration
that is calculated to coincide with an anticipated, specific
vacancy. Registration guidelines are provided in paragraph 2 below.

b. Registration of nondisplaced employees with return rights
to the same or higher grade requires prior approval of the Component
Coordinator.

2. Registration (Condition and Duration)

a. Nondisplaced overseas employees completing a one-year
tour, but not within six months of the five-year limitation, at the
employees' option, will be registered no earlier than two months
before the end of the tour.
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b. Nondisplaced overseas employees completing one two-year
tour, but not within six months of the five-year limitation, at the
employees' option, will be registered no earlier than four months
before the end of the tour. Employees completing a two-year renewal
agreement travel extension, after completion of an initial two-year
tour, may register six months prior to the end of the extension.

c. Nondisplaced overseas employees completing one three-year
tour, but not within six months of the five-year limitation, at the
employees' option, will be registered no earlier than six months
before the end of the tour. Employees completing a two-year renewal
agreement travel extension, after completion of an initial three-year
tour, may register six months prior to the end of the extension.

d. Nondisplaced overseas DoD career/career-conditional
employees and DoD Excepted Service employees with personal
career/career-conditional status who are not serving under an
obligation to return to the United States may be registered at any
time under the guidelines of paragraph 4d below.

e. Nondisplaced overseas employees with return rights to a
lower grade are eligible to remain in the Program until placed,
declination of a valid offer, renewal of their agreement, exercise of
their return rights, or directed return, whichever occurs first.

f. Nondisplaced overseas employees without return rights,
completing an overseas tour, are eligible to remain in the Program
until placed, declination ot a valid offer, renewal of their
agreement, or directed return, whichever occurs first.

g. Nondisplaced overseas employees who are not serving under
a return transportation agreement are eligible to register when
completing one standard tour at their overseas location. Registration
will be accomplished under the guidelines of C2a, b and c above.
Earlier registration will not be permitted.

h. Nondisplaced overseas employees who cancel their
registration prior to placement may not be re-registered without
Component Coordinator approval.

i. Nondisplaced overseas registrants who exercise return
rights are to be deleted from the PPP 30 days prior to the established
date of their departure from the overseas area.

j. Nondisplaced employees must be deleted from the program if
their overseas tours are extended.
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3. Assignment of Priorities

a. Nondisplaced overseas employees, regardless of return
obligation or number of tours, will be registered as priority 2 for
referral within component. Such registrants will be Priority 3 for
referral to all other DoD components. (For eligible employees whose
stateside position is abolished, see below.)

b. Basis for Registration Eligibility (Priority 2)

(1) Any eligible employee completing one or more overseas
tours, except eligible family members and employees whose stateside
position is abolished and their return would initiate a RIF
(separation/demotion). (Priority two (2) for component only, employee
will be referred as a priority three (3) to other components.)

(2) Employee completing one or more overseas tours whose
stateside position is abolished and return would initiate RIF
(separation/demotion). (Employee will be referred as a priority two
(2) to all components.) An A will be entered in element (48) on DD
Form 1817 if the stateside position has been abolished.

(3) Employee in Alaska and Hawaii serving under an
employment agreement. (May be registered for component only.)

NOTE 1. An employee with return rights at present or higher grade
requires Component Coordinator approval to register and referral is
limited to own component.

NOTE 2. The separation date (element 44) and release date (element
45) will be left blank for all nondisplaced registrations (except for
the Overseas Family Member Employee).

4. Authorized Area of Referral

a. Nondisplaced employees will normally be registered for
referral to the minimum number of activities likely to provide a job
opportunity within the zone from which recruited, last resided
preceding overseas service, or within a Zone closer to thz overseas
activity but no further than the stateside location from which
recruited or last resided unless approved by the Component Coordinator
for component activities only. Component Coordinators may authorize
an expanded area of referral in the United States and Puerto Rico.
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b. A nondisplaced employee, whose home of record is Guam and
who completes an overseas tour, is eligible for PPP registration to
Guam and the CONUS Zone nearest to the present foreign area assignment
location.

c. A nondisplaced employee whose home of record is in the
United States, with transportation agreement to the United States and
who went from Guam to another overseas tour, has registration
eligibility to the United States only.

d. Nondisplaced overseas employees under no obligation to
return to the United States may be registered in the Program for
individual DoD activities or broader area, as required by component
regulations, and are to be registered with no separation/release
dates. However, such employees who decline a valid offer will be
removed from the Program. They will be ineligible to reregister for a
period of 12 months, unless subsequently adversely affected by RIF or
transfer of function. A second declination will result in
ineligibility for further registration, unless approved by the Zone
Coordinator. Under no circumstance will these nondisplaced overseas
employees be permitted to register in the Program if they are not
available for placement.

e. Nondisplaced employees may not be registered for referral
to foreign areas.

f. Nondisplaced employees serving under rotation agreement in
Alaska or Hawaii may be registered for placement consideration in the
CONUS, within component only. NOTE: Local hire nondisplaced
residents of Hawaii, Alaska, Guam, Puerto Rico, and other U. S.
territories are not eligible for registration.

g. Any nondisplaced overseas employee who has return rights
at present or higher grade to a position which has not been abolished
may be registered for placement consideration at activities within
component only if the Component Coordinator determines that, because
of unusual circumstances, an effort should be made to place the
employee in a position other than the one to which return rights
exist.

5. Special Policy Regarding Nondisplaced Overseas Employees

a. Unless otherwise covered in preceding paragraphs,
nondisplaced overseas registrants are deleted from the Program at the
time their employment terminates.
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b. Nondisplaced overseas employees with return rights at 0
lower than current grade may be registered in the Program (subject to
the prohibition against registering for more than three grades below
current grade) for grades down to but not including the grade to which
return rights apply.

c. The registration of nondisplaced overseas employees
serving under a 5-year limitation may be continued beyond 6 months
after the 5-year limitation date, or authorized extension, but only if
the registration is amended to include an expanded area, up to CONUS-
wide, that is likely to provide placement opportunity. An employee
unwilling to expand registration as determined by component policy,
may be expected to exercise return rights, if applicable, or may be
subject to separation.

d. A nondisplaced employee may not register in the PPP for 6
months following a permanent promotion, except when the promotion
resulted from the application of new or revised position
classification standards or the correction of a classification
error. A current registrant who is promoted, other than on a
temporary basis, will be deleted from the PPP.

e. Nondisplaced overseas employees completing one or more
tours and the positions to which they have return rights are abolished
and their return would initiate a RIF, resulting in a separation or
demotion at the stateside activity where return rights exist, have the
following options:

(i) Priority 2 registration across component lines at the
current grade or the grade to which return rights exist, whichever is
higher; or

(2) Exercise return rights.

NOTE: Registration under this provision is subject to the same time
constraints set forth in paragraph C 2 a through c above and the
limitation set forth in Chapter 3, paragraph B 8 to three GS grades or
equivalent below the highest grade.

f. Eligible DoD nondisplaced employees of the DoD Dependents
School System, Joint and Unified Commands, and International
Organizations have the option of registering in the PPP as employees
of the servicing component (Army, Navy or Air Force) or under
component code D for other DoD activities, as indicated in Appendix
C. Once the employee has exercised this option, he or she cannot
later file maintain or, in effect, change the component designation.

6-10



DOD 1400.20-1-M

(Chap 6, Para D)

D. SPECIAL POLICY REGARDING BOTH DISPLACED AND NONDISPLACED OVERSEAS
EMPLOYEES

1. A displaced or nondisplaced overseas employee who, prior to
1 September 1977, accepted a lower grade to go overseas from a DoD
position without return rights at the higher grade, and who has not
been repromoted to that grade while employed overseas, may be
registered for the grade level held immediately preceding the overseas
service. Overseas DoD employees who, prior to 1 September 1977, were
demoted to a lower grade without personal cause while employed
overseas, and who remained overseas, may be registered for the grade
from which demoted.

a. The area of referral at the higher grade is limited to
activities in the United States and Puerto Rico (and Guam for those
whose home of record is Guam). Placement at the higher grade level
will be treated as an exception to the merit promotion procedures.

b. The policy of permitting registration at grades higher
than current grade is not applicable to those employees who have gone
overseas after 1 September 1977, nor to those who have received a
demotion overseas after 1 September 1977.

2. When a function with which an employee who has overseas return
rights was associated at the timne of departure for overseas duty is
transferred to another activity and if the employee would have been
transferred under the provisions of the Office of Personnel Management
(OPM) and this manual if he had not been assigned overseas, the
gaining activity shall assume the obligation to restore the employee.
If the employee would not have been transferred with the function, the
losing component shall retain the responsibility to extend the
employee the rights to which entitled.

3. When an overseas employee's stateside job to which return
rights exist is functionally transferred to another geographic area,
the employee, whether displaced or nondisplaced, may decline to
exercise return rights to any grade and be registered in the PPP for
placement in the stateside geographic area from which the function was
transferred. At the time of registration, the overseas CPO will (a)
obtain a written statement from the employee specifying that the
employee does not desire to exercise return rights to the new location
and (b) notify the stateside activity to which the employee had return
rights that the employee has relinquished this right.
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E. STOPPER LIST AND REFERRAL RESUMES I
1. Each "A" coded overseas civilian personnel office assigned an

activity code will receive a biweekly Stopper List applicable only to
the receiving activity.

2. The first page of the Stopper List contains the four-character
activity code and the address of the receiving activity. The second
and succeeding pages, identified as Part I, reflect positions by pay
group, series, title, option codes(s) if any, grade and priority of
personnel registered in the PPP who have selected the activity. Part
II will contain the resumes of the registrants whose skills are
reflected in Part I. The resumes are listed in order of the priority
of the registrants - all Priority 1 registrants listed first, then all
Priority 2, and then Priority 3 registrants.

3. In order to apply the Stopper List, vacancies in continuing
uncommitted positions must be matched against the skills shown on the
Stopper List.

a. If a match occurs, offers must be made in the order of the
priorities of the registrant(s) having the skill.

b. Within the same priority groupings, offers will be made
after considering such factors as registrant qualifications,
geographic area, owning component and costs. 0

4. A Stopper List with accompanying resumes will be applied
against vacancies until a subsequent Stopper List is received.

a. Each new Stopper List will be applied against all existing
vacancies. If an offer of a position has been made to a registrant
referred by a previous Stopper List, the subsequent Stopper List will
not be applied unless the registrant to whom the offer was made is not
available. If the registrant is not available, subsequent resumes
will be applied and offers made to the referred registrants, if
required, by reason of their priority.

b. Under no circumstance will a commitment to a registrant be
withdrawn without prior approval of the Zone Coordinator.

5. PPP registrants referred to overseas activities will not
displace employees serving under overseas limited appointments, nor
dependents of military and civilian employees who are serving under
time limited appointments. However, Priority 1 and 2 registrants will
displace other temporary appointees, temporary promotees, and
reemployed annuitants, (except trial retirement annuitants), occupying
continuing positions.
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6. In Guam, vacancies will be filled by locally available
qualified United States citizens without regard to Stopper List
referrals, except when the following are also available:

a. Displaced PPP registrants of activities in Guam, or

b. Displaced PPP registrants in any theater whose home of
record is Guam, or who last resided in Guam.

c. Any nondisplaced overseas returnees whose home of record
is Guam.

F. PAYMENT OF TRANSPORTATION EXPENSES FOR OVERSEAS REGISTRANTS

1. Payment of transportation and moving expenses of registrants
placed in overseas areas will be in accordance with Chapter 1, Volume
2, of the Joint Travel Regulations.

2. When a registrant is placed within a Defense component, e.g.,
between Army activities, the releasing activity will pay necessary
costs incident to the registrant's move.

3. When a registrant is placed in a different component within
foreign areas, e.g., from an Army activity to a Navy activity, the
gaining activity will pay necessary costs incident to the registrant's
move. (Gaining activities must pay such costs because of the
statutory limitation in 5 US Code, Chapter 57, Section 5724(e),
relating to transfers between components.) In placements to non-
foreign areas, the losing activities will pay necessary costs.

4. A displaced employee, not serving under a transportation
agreement, who is placed through the PPP in a position within the
overseas theater involving relocation is eligible for a transportation
agreement, and thereby entitled to return travel to the United States,
and transportation and other related allowances.

5. When reimbursement for temporary quarters and miscellaneous
expenses cannot be authorized by the losing activity under the Joint
Travel Regulations, such costs are to be borne by the gaining activity
when an employee is placed with the gaining activity under the PPP
from an overseas assignment. (Reference JTR, Volume II, Paragraph
C1052.)
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G. NONDISPLACED OVERSEAS FAMILY MEMBER EMPLOYEES

1. Eligibility. Nondisplaced employees in Alaska and Hawaii and
outside the United States serving with career/career-conditional
status, former employees with personal competitive status who were
employed during their current overseas tour within ninety days prior
to their return to the United States, and nondisplaced excepted
employees with personal career/career-conditional status, who are
family members of DoD personnel or Panama Canal Commission personnel,
may be registered for placement in the United States. Conditions
under which registration is authorized are that the sponsor has
received official notification that: he/she is receiving another
active duty assignment in the U. S.; he/she is receiving another
assignment to another overseas location where family members are not
permitted; he/she is being involuntarily separated from his/her
overseas post of duty through no fault of his/her own; he/she is
retiring or being otherwise separated; he/she is being evacuated from
the overseas area. Family members who become their own sponsor or
subject to an overseas employment rotation agreement, who are eligible
for PPP registration, may be registered in the PPP using the standard
criteria.

* NOTE: Family members of Panama Canal Commission personnel will be

treated the same as family members of DoD personnel even though it
would appear they have registration eligibility in their own right.

a. The overseas civilian personnel office will complete the
DD Form 1817, Registration, using a United States activity as the
selected servicing CPO. The activity will be selected using the
following criteria:

(1) The servicing DoD activity where the sponsor is
reassigned.

(2) The nearest servicing DoD activity of the same
component in the vicinity of the newly assigned location of sponsor,
or home of record, if going to home of record.

(3) The largest servicing DoD activity in the vicinity of
the newly assigned location of sponsor, or home of record.

b. In the Special Qualifications spaces, enter the overseas
activity code followed by "Overseas Family Member."

c. The high grade for any skill cannot exceed the
registrant's current grade level.

i
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d. The total period of registration may not exceed 1 year.

(1) The Separation Date or Effective Date, Element (44),
will be the beginning date of the registrant's LWOP period.

(2) The Release Date, Element (45), will be 1 year from
the date LWOP begins.

e. The area of referral will be limited to those activities
within the commuting area of the sponsor's new assignment, or the
family member's home of record.

f. The overseas activity will counsel family members of their
responsibility to present the DD Form 1817, Registration, to the
selected stateside activity's CPO. Overseas CPOs registering eligible
family member employees in the PPP will provide the registrant with a
completed SF-75, Request for Preliminary Employment Data, or
equivalent, which the individual will hand carry to the stateside
servicing CPO along with the DD Form 1817.

g. The stateside activity will be responsible for:

(1) Verifying all information contained on the form is
accurate. (CPO signature is required on all DD Forms 1817 submitted
through mail).

(2) submitting by BBS or mail the registration form to
DDSC for computer processing,

(3) submitting file maintenance, to keep registration
data current, and

(4) submitting the appropriate report actions. The
registrant will automatically be deleted from the Program at the end
of the 1 year period as coded in Element (45) on the Registration
Form, unless previously placed or otherwise deleted from the Prorjram.

h. Gaining stateside CPOs will immediately send a copy of the
SF 50 affecting the placement action to the losing overseas activity.

2. EO 12362 Eligibles. Nondisplaced family member employees
working outside the United States, serving on appropriated fund
positions under local hire appointments, or former employees who are
family members of DoD personnel and meet the appointment eligibility
of EO 12362, as amended, may be registered for placement in the United
States.
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a. The overseas CPO will complete the documentation required
under EO 12362 and the DD 1817 Registration and select a US activity
as outlined in Gla above.

b. In the Special Qualification spaces, enter the overseas
activity code followed by "EO 12362 eligible."

c. All other provisions of Chap 6, Para G apply, except that
the separation Date, Element 44, will be the family member's date of
registration. The Release Date, Element 45, will be 1 year after the
Separation Date.

3. Assignment of Priority - Eligible nondisplaced overseas family
member employees will be registered as Priority 3.

H. EXCEPTED - INDEFINITE FAMILY MEMBER EMPLOYEES

1. Overseas Family Member employee serving on a non temporary
(including Excepted-Indefinite) appropriated fund appointment whose
military or civilian sponsor is affected by base closure or severe
personnel reduction at an overseas installation, can register in the
DoD Priority Placement Program as a Priority 3, for referral to
activities within the commuting area of the sponsor's new overseas
duty assignment. Registration must be for activities within the
overseas theater and may NOT be stateside activities. The Family
Member can, if eligible on the basis of his/her own displacement, be
registered under the normal provisions of the PPP, at a higher
priority, based on the severity of the action. The following specific
conditions apply to this special registration authority:

a. Referral will be to DoD activities in the commuting area
of the sponsor's new duty location and across component lines.

b. Eligible Family Member employees will be registered for a
maximum period of 1 year from the date of registration. This
eligibility is applicable whether the employee is or is not on leave
without pay. Registration will be accomplished within 7 working days
after arrival at the sponsor's new duty station.

2. Registration Responsibilities.

a. The registering activity will be the activity at which the
sponsor's new servicing Civilian Personnel Office is located. If the
sponsor's servicing CPO is not within the commuting area of the duty
location, then the employee may register with any DoD CPO within
his/her commuting area, with preference to a CPO of the same
component.
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b. The releasing (losing) activity will complete the
registration form, DD Form 1817, in accordance with Chapter 8 of this
manual. The following elements will be left blank; 03, 44, 45 and
64. Element 42 is to be annotated with "Excepted - Indefinite Family
Member."

c. The Family Member will handcarry the partially completed
DD Form 1817 to the new servicing Civilian Personnel Office.

d. The registering activity Civilian Personnel Office will
complete the DD Form 1817, i.e., elements 03, 44, 45 and 64, and
forward the completed form to the Defense Data Support Center, 1507
Wilmington Pike, Dayton, OH 45444-5310.

3. Stopper List and Referral Resumes. For details on how Stopper
Lists and referral resumes will be issued, see Chapter 6, para. E in
this manual.

4 Except as modified, herein, the provisions set forth in this
manual apply to the registration and referral of these Family Members
at overseas locations.

6
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CHAPTER 7

OVERSEAS EMPLOYMENT PROGRAM
(Program B)

A. PURPOSE

The Overseas Employment Program (OEP) provides a source of fully
qualified applicants for vacancies at DoD overseas activities.
Registration in the OEP is open to certain current and former Federal
employees. The program is operated as an adjunct to the Priority
Placement Program and utilizes the same registration, file
maintenance, report action, and requisitioning procedures as that
program.

B. LOCATIONS AND POSITIONS COVERED

This program is applicable only to the geographical locations and
position categories included on the OEP Acceptance List and the
Positive Recruiting List.

1. Positions listed on the Acceptance List are those identified
by the Components as projected vacancies which may be available on a
recurring basis during the coming year, or which are normally
difficult to fill when vacant. Some of the positions listed will be
available for registration only for employees of the component having
the position. These positions will be identified by an "N" in the
column headed "CONSID". (This means, "No, the Component will not
consider employees of other components) The component having the
position will be identified under the column headed "COMP". ("A" for
Army, "F" for Air Force, "N" for Navy, "S" for DLA) Positions
identified by a "Y" in the column headed "CONSID" will be available to
all registrants, regardless of the component having the position. The
Acceptance List is normally updated annually.

2. Positions listed on the Positive Recruiting List represent
actual vacancies for which fewer than ten candidates were available in
the OEP inventory when a vacancy requisition was submitted by an
authorized recruiting office. Positions remain on the Positive
Recruiting List until 10 registrants are referred, or 90 days have
elapsed since the position(s) was placed on the list, or the
requisition is canceled by the recruiting component, whichever occurs
first. Registrations will be accepted for these positions only while
they are on the list, unless the same position(s) also appears on the
current Acceptance List. Symbols are used on the Positive Recruiting
List to explain certain conditions. The pound sign (#) indicates that
the component will consider registrants from all applicable sources.
The asterisk (*) indicates the position does not appear on the current
Acceptance List and it is not to be added to that list, since it
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represents a one-time recruiting need. The plus sign (+) indicates
that the position does not appear on the current Acceptance List but
it is to be added to that list and registrations will continue to be
accepted for that position after it is removed from the Positive
Recruiting List. A new Positive Recruiting List is issued every two
weeks.

3. Applicants may be registered for up to three skills and only
for those positions, grade levels (high and low grades), options (if
any) and countries indicated on either list. The high and low grade
for which registered must be within the span of grades listed for the
skills.

C. REGISTRATION GUIDELINES

1. Candidates currently employed within the Department of
Defense, who meet all eligibility requirements for registration, will
be registered by the candidates' servicing civilian personnel office.

2. Candidates employed by other Federal agencies and those not
currently in the Federal service but who have reinstatement
eligibility will be registered by the DoD civilian personnel office at
which they make application for the Program. They will be registered
ONLY for those skills - pay group, series, grades, options (if any) -
and countries on either the current OEP Acceptance List or current
Positive Recruiting List for which they are fully qualified and which
are identified as being available to all registrants, regardless of
component designation. (See Paras Bi and 2 above)

3. Current employees of the Department of Defense may be
registered for any skill - pay group, series, grades, options (if any)
- and country listed by their component on either the current OEP
Acceptance List or current Positive Recruiting List for which they are
fully qualified and for skills listed by other components on either
list which are identified as being available to all registrants,
regardless of component designation. (See Paras Bl and 2 above)

4. Registrants for positions appearing only on the Positive
Recruiting List whose skill(s) - pay group, series, grade(s),
option(s) (if any) - and/or area of referral are no longer valid, will
be removed from the Overseas Employment Program by computer at the
Defense Data Support Center after the position is removed from the
Positive Recruiting List. A Resume Release Listing indicating that
the registrant was removed because of invalid skills will be forwarded
to the registering activity. Registrants for positions appearing only
on the Positive Recruiting List, as well as positions appearing on the
current Acceptance List, will have their resumes file maintained by
computer at the Defense Data Support Center to remove any invalid
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skills and/or countries after such positions are removed from the
Positive Recruiting List. A new resume audit showing the registrant's
current resume data and indicating that it was file maintained by the
Defense Data Support Center will be forwarded to the registering
activity.

D. ELIGIBILITY FOR REGISTRATION

1. The following persons, residing in the United States, Puerto
Rico, or Guam, and who have reached their 18th birthday, are eligible
for registration:

a. Current Federal career or career-conditional employees and
excepted employees having personal career or career-conditional
status.

b. Former Federal employees eligible for reinstatement into
the competitive service.

c. Current employees in Guam, Puerto Rico, Hawaii and Alaska
serving under a transportation agreement. However, these employees
must either, (1) complete their first tour of duty, or (2) complete at
least one year of their current tour, following reemployment leave
travel, before they are eligible for registration in the OEP.

* 2. The following persons are not eligible for registration in the
OEP:

a. Persons residing in a foreign country.

b. Reemployed annuitants or former Federal employees who are
receiving an annuity based on optional retirement.

E. SPECIAL REQUIREMENTS

1. Registrants must be available for overseas assignment within
30 days after acceptance of an offer.

2. Selected registrants will be required to sign an agreement to
remain at the overseas location for at least one full tour of duty.

3. Registrants selected for employment in a foreign area will be
required to sign an agreement to return to the United States within 5
years after overseas employment begins.

4. Selected registrants who are members of the National Guard or
Reserve Forces will be required to obtain a written release from their
unit.

S
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5. Registrants who are unable or unwilling to travel by
Government aircraft and/or nonscheduled commercial airlines will not
normally be eligible for selection at most overseas locations.

6. Current Federal employees will not be registered or re-
registered into the program within one year after appointment,
transfer, or permanent change of station into their present employment
without the concurrence of the servicing civilian personnel office.

F. REGISTERING ACTIVITY PROCEDURES

Civilian personnel offices at DoD activities will be responsible
for the following:

1. Publicizing the Overseas Employment Program on a continuing
basis in appropriate activity publications and other local media.

2. Providing an informational service to the workforce, including
remote serviced activities, to reinstatement eligibles, and to
employees of non-DoD Federal agencies. Relevant information would
include overseas locations and the kinds of positions available and
for which registration is acceptable.

3. Responding to inquiries from and providing registration
assistance to potential OEP registrants.

4. Determining applicants' qualifications and suitability for
registration in the OEP, as follows;

a. Identify those skills on the current Acceptance List or
Positive Recruiting List, if any, for which applicants are fully
qualified under applicable Office of Personnel Management
qualification standards.

b. Obtain sufficient information to determine if applicants
should be recommended for an overseas assignment. Questionable
behavior, performance, or past misconduct are sufficient grounds for
disqualifying an applicant. There should be a clear indication that
an applicant has the ability to (1) work as part of a team, (2) adjust
quickly and easily to changing conditions, and (3) appears to be
emotionally stable.

c. Disqualify any applicant who may be lacking in any way in
meeting full technical qualifications or who is a known questionable
risk with respect to suitability. Inform the applicant of his/her
ineligibility and terminate further action on the case. Maintain
documentation which supports the ineligible determination.
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5. Obtaining remaining registration data, enter on registration
form, and submit to DDSC.

6. Processing or assisting in processing registrants selected for
overseas assignment.

7. Notifying DDSC of each placement effected by submitting the
required Report Action (see Chapter 11).

8. Advising each registrant at the end of the eleventh month of
registration (upon receipt of Update Notification from DDSC) that
registration will be terminated unless the registrant wishes to remain
in the Program for an additional year. Submit updated DD Form 1819,
File Maintenance, with additional experience or training acquired
during the preceding year. If no data has changed, complete any
element of DD Form 1819 and this will serve to extend registration for
an additional year.

9. Reviewing current Acceptance List and Positive Recruiting
Lists in order to add new skills and locations of current registrants
or to terminate registrations when there are no skills for which the
registrant is qualified or locations acceptable to the registrant.

10. Deleting registrants who move to another Federal activity byS submission of Report Action Code 11. The new DoD employer or the
civilian personnel office to which an applicant from another Federal
agency applies will determine whether or not the applicant is eligible
for registration or reregistration.

G. REQUISITIONING ACTIVITY PROCEDURES

Overseas civilian personnel offices and/or designated Overseas
Recruiting Offices are responsible for the following:

1. Submitting vacancy requisitions to DDSC to obtain resumes of
registrants qualified for positions at their activities. (See Chapter
10)

2. Making inquiry of availability of candidates referred.
Inquiry is to be made through the registering civilian personnel
office when the registrant(s) is employed by the installation serviced
by such office. If the registrant(s) is not currently employed in
DoD, the requisitioning activity will deal directly with the
applicant. Accompanying each inquiry will be information on the
duties of the position, special physical or qualification
requirements, housing, concurrent travel eligibility, shipment of
privately owned vehicles, local customs, pay differentials and
allowances.

S
7-5



DoD 1400.20-1-M

(Chap 7, Para G3)

3. Notifying DDSC of the results of each referral made by
completing and returning Part A of each DD1820 (see Chapter 11) within
60 calendar days.

H. AUTODIN PROCEDURES

Overseas Civilian Personnel Offices having AUTODIN capability may
utilize that system to requisition against the OEP inventory. The
basic AUTODIN procedures outlined in Chapter 12 would be applicable,
with some modification.
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CHAPTER 8

INSTRUCTIONS FOR COMPLETING THE REGISTRATION FORM

A. REGISTRATION

DD Form 1817, Program for Stability of Civilian Employment
Registration, will be used by DoD civilian personnel officials to
register persons into any of the programs covered by this manual. If
an individual is eligible for and wishes to be registered in any of
the Priority Placement Programs and the Overseas Employment Program,
two registration forms must be completed and submitted to DDSC.
Instructions for completing the form for each particular program are
found in this chapter and in the appropriate appendix, as well as on
the form itself. Upon completing the registration, the form should be
mailed to:

Defense Data Support Center
ATTN: DDSC
1507 Wilmington Pike
Dayton, Ohio 45444-5310

B. SECTION A - PERSONAL DATA (Complete for all Programs)

This part of the Registration Form will be completed for all
registrants, regardless of the program in which they are to be
entered. Starting with the Social Security Number, each element of
information on the form is preceded by a number in parentheses. This
number is the "Element Number" assigned to that particular information
and the appropriate number will be referenced throughout these
instructions. A completed sample of DD Form 1817 is included at the
end of this chapter.

1. The registration form provides for the registering civilian
personnel office's address and commercial and/or AUTOVON telephone
numbers at the top of the form. Typewriter, ink, or stamp may be used
to enter this information, which is for visual identification in
handling the form. This data is not entered into the computer.

2. SOCIAL SECURITY NUMBER - Element (01) - The Social Security
Number is the primary identification source for every registrant.
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3. ITEM 1 - PROGRAM - Element (02) - In order to identify the
program in which the individual is to be registered, specific codes
have been assigned, as follows:

Code A - Priority Placement Program (PPP)
Code B - 6-.,erseas Employment Program (OEP)
Code R - DoU Placement Plan for Employees Under Grade Retention
Code C - Air Force Status Quo Program
Code G - National Guard Technician Disability Placement Program
Code D - Army Military Technician Program
Code F - Army Family Member Priority Placement Program
Code S - Military Spousal Preference Program
Code K - National Guard Technician Employment Program

Enter the appropriate code identifying the Program in which
registration is desired.

4. ITEM 2 - REGISTERING ACTIVITY CODE - Element (03) - The
registering activity's assigned four-character code must be entered.
Only those servicing Civilian Personnel Offices assigned activity
codes with an "A" suffix may register persons in any of the programs.

5. ITEM 3 - IDENTIFICATION DATA - Elements (04) through (10).

a. NAME - Element (04) - Enter registrant's last name, first
name, and middle initial, in that order. The iast name will be
completed and as much of the first name and middle initial as
available spaces will allow. One blank space will be left between the
last name and first name, and first name and middle initial.

b. STREET OR MAILING ADDRESS - Element (05) - Enter
registrant's current street, or mailing address. Abbreviations may be
used to conserve space, i.e., St for Street, Ave for Avenue, Blvd for
Boulevard, Apt for Apartment, Dr for Drive, etc. This element may be
left blank for registrants from overseas activities.

c. CITY - Element (06) - Enter the city in which the street
address is located. This element may be left blank for registrants
from overseas activities.

d. STATE (COUNTRY CODE FOR OVERSEAS EMPLOYEES) - Element (07)
- Enter the appropriate state or country code from Appendix C for the
registrant's current address.

e. ZIP CODE (APO/FPO NUMBER FOR OVERSEAS EMPLOYEES) - Element
(08) - Enter the Zip Code for registrant's address. For overseas
employees, enter appropriate APO/FPO number.
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f. TELEPHONE NUMBER AND EXTENSION - Elements (09) and (10)
- Enter the registrant's telehione number. Include Area Code and
extension, if applicable. If )verseas, start at first box after
element number and continue rig•.

6. ITEM 4 - CURRENT OR LAST FEDERAL EMPLOYMENT - Elements (11) to
(15)- Enter data applicable to current permanent or last permanent
Federal employment.

a. COMPONENT CODE - Element (11) - Enter appropriate code
from Appendix C of present or former Federal employer.

b. PAY GROUP - Element (12) - Enter pay group. If pay group
of current or last employment consists of three or more characters,
enter the first two characters in the spaces provided.

c. SERIES - Element (12) - Enter the series in the five
spaces provided. If registrant's series consists of less than five
characters, leave extra spaces blank.

d. GRADE - Element (12) - Enter grade. Two spaces are
provided for the grade. Grades under 10 should be preceded by a zero
(0), i.e., Grade GS-7 would be entered as 07.

e. POSITION TITLE - Element (13) - Beginning in the left hand
space, enter as much of the registrant's job title and option, if any,
as possible. Leave blank space between segments of title and option.

f. NATURE OF WORK - Element (14) - Code nature of work in
which employed. Leave blank if registrant does not properly belong in
one of these four groups.

NATURE OF WORK CODES

Code S - Staff - duties performed in support of a
Headquarters, Administrative Office or Management function.

Code 0 - Operations - duties performed in the actual
accomplishment of mission operations.

Code R - Research and Development - duties performed in
study and investigation undertaken to establish facts or principles
and use of gained information in development of a finished product or
system.

Code T - Trainee - Management Intern or other similar
formal training program.

g. SALARY - Element (15) - Enter the registrant's current or
last annual salary. For hourly employees, compute annual salary by
multiplying 2087 hours times hourly rate.

8-3



DOD 1400.20-1-M

(Chap 8, Para B7)

7. ITEM 5 - STATISTICAL INFORMATION - Elements (16) through (29)
(Elements (16) through (20) may be left blank, at registrant's
option.)

a. DATE OF BIFTH - Element (16) - Birth date will be year,
month and day coded in that order.

b. SEX - Element (17) - Enter M for Male or F for Female.

. E7IGHT - Element (18) - Enter height in inches.

d. WMGHT - Element (19) - Enter weight in pounds. Leave
unused space blank for less than 100 pounds.

e. MARITAL STATUS - Element (20) - Enter M for Married if
registrant is married or S for single if registrant has never been
married, is divorced, or is a widow or widower.

f. PHYSICAL HANDICAP - Element (21) - Enter the applicable
two-digit code listed in Appendix C.

g. EDUCATION - Element (22) - Enter one of the following
codes to indicate schooling completed:

1 - Non-hig.. school graduate
2 - High School graduate (or equivalent)
3 - Some college - no degree
4 - Junior College - 2 years
5 - College graduate

h. DEGREE - Element (23) - If a 5 is entered in Education,
enter one of the following codes to indicate the degree held by the
registrant:

B - Bachelor's Degree
M - Master's Degree
D - Doctorate Degree

If a 4 is entered in Education, Element (22), degree may
be blank or coded A for Associate Degree, if registrant has such
degree.

If codes 1, 2, or 3 are entered in Education (Element 22),
degree will be left blank.

i. FSEE ELIGIBLE - Element (24) - Leave blank, no longer
applicable.

j. YEAR - Element (25) - Leave blank, no longer applicable.
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k. SERVICE COMPUTATION DATE - Element (26) - This is the date
used to determine the amount of creditable Federal Service for
reduction-in-force purposes excluding any additional credit for
performance ratings, whether an employee with career/career-
conditional status or an excepted employee with personal
career/career-conditional status. Date determined will be year,
month, and day, and will be coded in that order. Enter last two
digits of year, 01 through 12 for month, and 01 through 31 for day, as
appropr iate. Leave these spaces blank for OEP reinstatement
applicants and E.O. 12362, as revised by E.O. 12585, eligibles.

1. SECURITY CLEARANCE - Element (27) - Enter one of the
following codes which describes the Security Clearance granted by
Department or Agency. Leave blank if none granted. Leave these
spaces blank for OEP reinstatement applicants.

V - Crypto
T - Top Secret
S - Secret
C - Confidential

m. TENURE GROUP - Element (28) - Career, Career-conditional,
and excepted employees will be coded with a tenure group and subgroup
code to correspond with those outlined in FPM Chapter 351, Subchapter
3, as follows:

1A - Career Veteran (includes lB - Career Non-Veteran
preference eligible having
compensable service connected
disability of 30% or more)

2A - Career-Conditional 2B - Career-Conditional Non-
Veteran (includes preference Veteran
eligible having compensable
service connected disability of
30% or more)

3A - Excepted Veteran 3B - Excepted Non-Veteran
(includes preference eligible
having compensable service
connected disability of 30% or
more)

Leave these spaces blank for OEP reinstatement eligibles and for
excepted non-status employees registered in the Retained Grade
Employee Program' (R) and E.O. 12362, as revised by E.O. 12585F
eligibles.

P NOTE: If an individual who is a career or career-conditional employee
at the time of initial registration in the OEP is later separated and
becomes a reinstalement eligible and still meets the criteria for
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registration in the OEP, the Service Computation Date, Security
Clearance, and Tenure Group are to be deleted from the registrant's
resume by submission of file maintenance in accordance with Chapter 9
and Federal Civilian Service data (Component, Element (56), Total
Month's Service, Element (57) Year Separated, Element (58)), should be
added.

8. ITEM 6 - SPECIAL AWARDS - Element (29) - Enter the appropriate
code, Y for Yes or N for No, to indicate whether registrant has
received any special awards during the past 10 years which are
pertinent to qualifications for the position(s) for which the
registrant is being registered.

9. ITEM 7 - DEMOTION WITHOUT PERSONAL CAUSE - Elements (30) and
(31) (EMPLOYEES ENTITLED TO SPECIAL CONSIDERATION FOR REPROMOTION OR
POSITION CHANGE DUE TO RECEIPT OF GRADE OR PAY RETENTION BENEFITS.)
This item will be completed only when the registrant is entitled to
special consideration for repromotion or position change because of
receiving grade or pay retention benefits due to involuntary placement
in a lower grade position for reasons such as reduction in force,
correction of classification error, return from overseas, or
declination of functional transfer.

a. PAY GROUP - Element (30) - Enter the first two characters
of the pay group from which demoted.

b. SERIES - Element (30) - Enter series from which demoted
beginning in first space at left in five spaces provided. If series
contains less than five digits, leave extra spaces blank.

c. GRADE - Element (30) - Enter two digit grade from which
downgraded (for example, GS-6 would be coded as 06).

d. COMPONENT - Element (30) - Enter the appropriate component
code from Appendix C to reflect the agency in which the registrant was
downgraded.

e. TITLE - Element (31) - Enter from left to right the
position title and option, if any, held at the time of the
downgrade. Leave blank space between segments of the title and
option.

10. ITEM 8 - RESERVE TECHNICIAN - Element (32) - This item will be
completed only when a DoD employee is registering in the PPP. Do not
complete for registrations in the OEP.

Enter Code Y for Yes or Code N for No to indicate whether the
registrant is tentatively eligible for and willing to actively
participate as a Reserve Technician as a condition of employment.
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11. ITEM 9 - DISPLACED EMPLOYEE PROGRAM - Element (33) - Enter
Code Y for Yes or Code N for No to indicate whether the registrant
meets the requirement for placement assistance under the Office of
Personnel Management Displaced Employee Program as defined in FPM
Chapter 330, Subchapter 3. If a displaced employee scheduled for
separation or an eligible family member is available for a temporary
position of less than one year in duration in the commuting area,
enter T rather than Y or N.

12. ITEM 10 - JOB EXPERIENCE - Elements (34) to (36) - Enter the
time period, from year and month to year and month, (cannot be left
blank nor can the word "present" be used) job title and nature of work
code, or work experience obtained. (These codes are defined in
Paragraph B6f of this Chapter.) This experience may be with the
Federal Government or private industry and should be entered in
chronological sequence with most recent experience listed first in
Element (34).

13. ITEM 11 - SKILLS - Elements (37) to (41)

a. This item provides for registration for up to five skills
in the PPP, or for up to three skills in the OEP. Procedures outlined
in Paragraph g below will be used for PPP registrations and the
procedures in Paragraph h below will be followed for OEP
registrations. Paragraphs b through f below apply to either the PPP
or OEP, as appropriate.

b. Registrants who are to be rated for Wage Grade skills will
be rated under the Job Element procedures contained in OPM Handbook X-
118C, Job Qualification System for Trades and Labor Occupations.
Civilian personnel officials should consider the knowledges, skills,
and abilities in determining the Wage Grade positions for which an
employee is to be registered. Registrants who have basic eligibility
for a Wage Grade position under the Job Element method should qualify
for the same position at another installation. Requirements for like
Wage Grade jobs throughout DoD should be similar. The prime
consideration will be the registrant's ability to do the work, and
eligibility for the position will be determined on that basis.
General Schedule employees may be registered for those acceptable Wage
Grade positions for which fully qualified and gaining activities will
make determination whether the offer constitutes a promotion based on
their local wage scale.

c. Registration in the Program can be effected for GS, WG and
WL (Grade 15 and below), WS (Grade 19 and below), and special Wage
Grade pay systems, e.g., WD, WJ, WK, etc., with applicable grade
levels. GM employees may be registered for any appropriate pay system
and grade, and the statement "Available for GM Position" must be
included in element 42 or 43 on DD Form 1817 when the registrant is
available for such positions.

S
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d. Registering civilian personnel officials have the
responsibility to determine and register individuals for those series
and grades (not to exceed the present grade) for which fully

* qualified. As a minimum, employees are to be registered for their
current skill. Exceptions to this require approval of the Zone
Coordinator.

e. If the registrant has less than five skills, complete only
those required and leave the remaining elements blank. If an employee
has more than five skills, the five most likely to provide an
opportunity of continued employment in the registrant's selected
area(s) should be used.

f. A registrant who, at the time of registration in the PPP
or the OEP occupies a position or has occupied a position within the
past three years, for which a performance test is required will be
considered as having met the performance test requirement if
performance has been satisfactory. Other registrants, who have not
occupied such positions or passed required performance tests within 36
months preceding registration, will not be registered for positions
requiring a performance test until test requirements have been
satisfactorily met. In accordance with X-118, proficiency
requirements may be met for Clerk Typist, Clerk Stenographer, Data
Transcriber and positions with parenthetical titles of (Typing),
(Stenography), or (Data Transcription) by self certification of the
registrant. However, it's important that activities use judgment, in
that, individuals must have something in their background that
supports the self certification.

g. PRIORITY PLACEMENT PROGRAM - Skills 1 through 5 provide
spaces for registering an employee for up to five skills and grades
(not to exceed the current grade) for which the registrant meets
appropriate Civil Service qualification standards and which are
acceptable to the registrant except as stated herein. Employees are
to be registered only for positions for which they are sufficiently
well qualified to be completely acceptable in such positions at the
registering activity. Qualifications standards used for RIF
assignment are not to be automatically used for qualification
determinations in the PPP. As a rule, a significant factor in the
selection of skills for registering is recency of experience. This
factor will be considered carefully in the skill registration
process. Under no circumstance will a person be registered in the
Program for a skill for which that person does not meet all
qualifications and legal requirements, including normal physical
requirements. The following procedures should be followed in
completing skills 1 through 5 for PPP registrations.
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(1) Pay Group - Enter the appropriate pay group. (Use GS
in lieu of GM)

EXAMPLES: GS (General Schedule), WG (Wage Grade), WL (Wage Leader),
WS (Wage Supervisor), WM (Maritime), WN (Production Facilitating-
Supervisory) .

(2) Series - Enter the series in accordance with OPM
Classification St__andard Handbooks. Enter series from left to right
beginning in the first space of five spaces provided. For series less
than five digits, leave unused spaces blank.

(a) Employees who are qualified and available for
occupational series covered by OPM's X-118 Clerical and Administrative
Support Standard, at grades 1, 2, 3, or 4 are as follows: 1) GS-300
without an option will be used for employees who are available for all
series, covered by the standard, that do not require specific
proficiency (i.e., typing, steno, etc.) 2) GS-300 with an appropriate
option code (i.e., typing - TYA, stenography - STC, or data
transcriber - DAT) will be used for employees who are available for
all covered series with the same proficiency requirements or option
codes (i.e., GS-300 TYA should be used for employees available for any
occupational series covered by the standard which requires typing
proficiency), 3) Employees who do not desire consideration for all
series, but who want consideration for one or more specific covered
series, must be registered for each individual series on separate
skill lines (include option codes as applicable).

(b) Registrants, who qualify for non-supervisory
Wage Grade positions and wish to be considered for all Wage Grade
series that do not require motor vehicle or sewing machine operation
may be registered for WG-00000 grades 1 through 4 (not to exceed
current grade) . Such employees may also be registered for specific
series for which qualified at grade levels not to exceed current
grade.

(c) Registrants who are qualified for a Trades and
Crafts Helper position, WG-5 level, and wish to be considered for all
Trades Helper positions WG-5 may be registered for WG-01111.
Registration in the WG-01111 is limited to the WG-5 level. Such
employees may also be registered for specific series for which
qualified but in either instance not to exceed current grade.

(3) Option Codes - Enter the appropriate three character
option code(s) from Appendix D. Only those option codes appearing in
Appendix D may be used for PPP registration. Option Codes are to be
used only with the General Schedule series under which they are
listed, with the exception of TRA, Trainee Option, which may also be
used with Wage Grade series.
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(a) Specific option codes for specific series are
listed in Appendix D. They identify special skill requirements for
positions for which registrants are permitted to register, provided
they qualify. The option codes are purposely limited to those series
for which the components indicated a need for further description. If
only one option code is necessary to describe the registrant's
qualifications, enter it in the first three spaces provided. A
combination of two options may be used with appropriate skills, as
long as the registrant qualifies for both. If no option code is
necessary to describe the registrant's qualifications or if the
registrant is a generalist in the series, leave these six spaces
blank. Options authorized for use with engineering series are not to
be used with an engineering series which has the same definition.
Example: Do not use ELD, Electronics option, with Electronics
Engineer Series GS-855.

(b) The option of Trainee, Option Code TRA, in
Appendix D, may be coded with any General Schedule or Wage Grade
series. Its purpose is to identify skills of registrants who are
currently in formal training programs (such as, apprentice, worker-
trainee, management intern, etc.).

(c) The options of Typing, Option Code TYA,
Stenography, Option Code STC, and Data Transcribing, Option Code DAT,
may be used with any appropriate General Schedule Series. They are
not appropriate for use with every series. For example: The Option
of Typing, Option Code TYA, would not be used with a GS-201-13,
Civilian Personnel Officer position. The GS-318 Secretary series must
be coded with either the STC-Stenography Option or TYA-Typing Option.

(d) Individuals showing Typing (TYA) option after
any appropriate series will automatically be considered for that
position not requiring typing. (Example: If an activity has a GS-
303-4 vacancy, individuals registered for GS-303-4 TYA will be
referred.)

(e) The GS-201, Personnel Management, and the GS-
801, General Engineering series, normally have two options or no
options with the following exceptions:

1 The "CPO", Civilian Personnel Officer, and
the"PSM", Personnel Systems Manager, may be used as a single option
with the GS 201 series. The "CPO" option code will never be used in
combination with other options in the GS 201 series, whereas the "PSM"
option code may be used in conjunction with another code.

2 A single commodity option code may be used
with the GS 801 series. Commodity options are as follows: CHD, CST,
INC, MIB, ORB, SHB, and WAB.
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3 The Trainee Option, TRA, may be entered as a
single code with either series.

(f) Registrants should be counseled that pay group,
series, option code(s), as well as acceptable grade(s) must match a
requisition before their skills will be referred against vacant
positions. For example, the registrant, who is only registered for a
GS-1670-AUD-lI, Equipment Specialist, Automotive Option, Grade 11,
will not be referred against a vacant position at an acceptable
location for a GS-1670-II, Equipment Specialist, Generalist. However,
the registrant could also be registered as GS-1670-II, Equipment
Specialist, with no option, provided the registrant qualifies as a
generalist, and could then be referred for both positions.

(g) Registrants qualified and registered for two
options in the same series as a single skill, for example, the Quality
Assurance Specialist, GS-1910-11, with two options of Electrical, Code
ELA, and Mechanical, Code MEA, reflected, will be referred against
vacancies requiring both options or one of the two options.

(4) High Grade - Enter the highest grade, not exceeding
the registrant's current permanent grade, or retained grade, if
appropriate, for which the registrant qualifies under OPM standards.
Under the General Schedule, grades are limited to GS-01 through 15.
Do not enter a grade to which the registrant may have been temporarily
promoted or a higher grade previously held, other than a Retained
Grade.

(5) Lowest Grade - This will be the lowest grade for each
skill for which the employee will accept an offer of continued
employment, but not to exceed the equivalent of three General Schedule
grades below the grade level to which permanently assigned at the time
of registration. The number of grade levels between General Schedule
and Federal Wage System (FWS) or between FWS positions will be
determined by formula in Chapter 3, paragraph A7b. It must never
exceed the high grade. Employees will not be registered for any lower
grades available to them by RIF or reemployment rights assignment.
For example, an employee scheduled for demotion from GS-13 to C0-11
could be registered for Grades 12 and 13. NOTE: Employees offered
part-time positions in RIF will have the lowest grade computed as
described in Chapter 3, paragraph A7c.

(6) Years Experience - For General Schedule skills, enter
the total number of years of creditable specialized experience as
defined in the appropriate OPM qualification standards. Six months or
more will be counted as one full year. If the registrant has less
than 6 months specialized experience in the skill, leave these spaces
blank. The specialized experience shown must always equal or exceed
the minimum requirement under applicable OPM Standards for the high
grade for which being registered. For Wage Grade skills, enter the

8-11



DoD 1400.20-1-M

(Chap 8, Para B13g(6) cont'd)

total number of years the registrant actually held such a position.
If the registrant has never held the Wage Grade position, leave these
spaces blank.

(7) Highest Grade Held - Enter the highest grade in the
skill the registrant has held in the Federal Service. If the
registrant has never held the skill in the Federal Service, leave
these spaces blank.

(8) EXAMPLES:

(a) Registrant is scheduled for separation by RIF
and is currently a Personnel Management Specialist, GS-201-07, is
willing to accept a grade 07, has 1 year 4 months specialized
experience in this skill and has not held a grade higher than GS-07
for this skill. The registrant is currently participating in a formal
OPM approved training program.

HIGH
PAY NIom LOW OR

ONOUP SIIE[ OPTION CO03S an GM 9XP NELO

SK,LL. (.7) .... )S 20 1 TIRIA 07"0701 7

Figure 8-1. Sample skill 1, trainee.

(b) An overseas registrant, without return rights,
who, prior to 1 September 1977, accepted a downgrade to go overseas
frc Personnel Management Specialist, GS-201-13, to Personnel
Management Specialist, GS-201-12. Registrant is currently a GS-12,
and is willing to accept a GS-II, has 19 years specialized experience
for this skill and has not held a grade higher than GS-13. Registrant
desires referral for this skill only.

NIGH
PAY HIGH LOW GM

GROUP SKMIES OPTION COOWS an GM IXP. NELO
SKILL .............. (GI S121011 I I I I 1 1311111119111

Figure 8-2. Sample skill 1, overseas returnee.
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(c) Registrant is scheduled for demotion from
Equipment Specialist GS-1670-12 (Electronics Option) to Equipment
Specialist GS-1670-09 (Electronics Option). The registrant is also
qualified for Equipment Specialist, Aircraft Option, grade 12 and
Equipment Specialist, Generalist, grade 12. The registrant has 10
years of specialized experience for each skill. The registrant has
held the GS-12 in the Electronics and Aircraft options. Registrant
has never held a generalist position, nor a position requiring both
options. Lowest grade acceptable is GS-ll.

"HIGH
PAY HIGH LOW on

GROUP SERIES OPTION COOLS Ga n GR LXP HELD

SKILL ........ . IG IS 167101 .EIL1D I I 1112111111101l21
HIGH

PAY HIGH LOW am
GROUP SERIES OPTION coocS GM Ga I 1 XP 94rLD

SKILL, .................... (38IGI SI11617101 iAIIBI 1B 1 2 11111 011 12
HIGH

PAY HIGH LOW Ga
GROUP SERIES OPTION COOES an am IXP HELO

SKILL....................... (39) [GIS11 6 7 1 I I I I I( 111211111 0 o

PAY HIGH LOW Gm
GROUP SeIlhS OPTION CODES on OR XXP HOLD

Figure 8-3. Sample skills 1, 2, 3 and 4.

h. CODING OVERSEAS EMPLOYMENT PROGRAXM SKILLS - Elements (37)
through (39) - DoD employees may be registered for those skills - pay
group, series, grade, option (if any) - and country locations for
which fully qualified which their component has entered on the OEP
Acceptance List or current OEP Positive Recruiting List. These
employees may also be registered for skills on those lists which have
been identified as being available for registrations from non-
component sources. Non-DoD Federal employees and reinstatement
eligibles may only register for those skills appearing on the OEP
Acceptance List or current Positive Recuiting List which are
identified as being available for registrations from non-component
sources. (See Chapter 7, paragraph B) The following procedures will
be followed in coding Elements (37) through (39) for the OEP.
Elements (40) and (41) must be left blank.

(1) Pay Group - Enter the Pay Group as it appears on the
OEP Acceptance List or current OEP Positive Recruiting List.

(2) Series - Enter the series as it appears on the OEP
Acceptance List or current Positive Recruiting List.
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(3) Option Codes - Enter the option code(s), if any, as
reflected on the OEP Acceptance List or current OEP Positive
Recruiting List. Option codes other than those in Appendix D may be
used for OEP registration in the manner in which they are reflected
with skills on the OEP Acceptance List or Positive Recruiting List.
Option codes must be used in the same combination as they appear on
the OEP Acceptance List or OEP Positive Recruiting List. Leave these
six spaces blank if no option codes are listed with the skill.

(4) Hi h Grade - Enter the highest grade for which the
registrant is qualified by meeting all qualification and legal
requirements under current OPM regulations. This grade level may not
exceed the highest grade for the position shown on the OEP Acceptance
or Positive Recruiting Lists.

(5) Low Grade - Enter the lowest grade acceptable to the
registrant reflected on the OEP Acceptance List or current OEP
Positive Recruiting List, for the skill for which registered.

(6) Years Experience - For General Schedule skills, enter
the total number of years creditable specialized experience as defined
in the appropriate OPM Qualification Standard. Six months or more
will be counted as one full year. If the registrant has less than six
months specialized experience in the skill, leave these spaces
blank. The specialized experience shown must always equal or exceed
the minimum requirement under applicable OPM Standards for the high
grade for which being registered. For Wage Grade Skills, enter the
total number of years the registrant actually held such a position.
If the registrant has never held the Wage Grade Position, leave these
spaces blank.

(7) Highest Grade Held - Enter the highest grade the
applicant has held in the Federal Service for the skill for which
being registered. If the applicant has never held a grade in the
skill for which registering, leave these spaces blank.

(8) Example - The following Skills appear on the current
OEP Acceptance List and current OEP Positive Recruiting List:

ACCEPTANCE LIST
TITLE COMP PG SERIES OPTION GRADE COUNTRY

PRODUCTION CONTROLLER N GS 1152 09-12 HI JA
KS OK

POSITIVE RECRUITING LIST
TITLE COMP PG SERIES OPTION GRADE COUNTRY

PRODUCTION CONTROLLER N G-5S 1152 AIB 09 RP
AIRCRAFT
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The registrant, a Navy employee, currently is a Production Controller,
GS-1152-II, who is eligible and qualified for grade GS-12 in this
skill, has 12 years and 7 months specialized experience in this skill,
will accept GS-09 and desires to be registered for Hawaii and Japan
for this skill. Skill 1 would be coded:

""1 N60 LO4F so

G OUP SERIES OPTION CODES an am 9XP 94ELO

.,LI--- 137) G1 S11 115121 1 0 b11131111

Figure 8-4. Sample skill 1, Overseas Employment Program

This same registrant has had 4 years and 4 months specialized
experience as a Production Controller specializing in Aircraft at the
GS-09 level, is willing to accept a GS-09 for this skill, and is
willing to accept employment in the Philippines. Skill 2 would be
coded as:

NIGH
PAY .IG. LOW an

GROUP SERIES OPTION coDEs GO Go EXP OELO

SKILL 2 ............ 1 I T I R G 1 0 19 1o19 1o1 1 019 1

Figure 8-5. Sample skill 2, Overseas Employment Program

14. SPECIAL QUALIFICATIONS - Elements (42) and (43) - Enter
special qualifications - licenses, training, ratings, certificates,
etc. - that are related to positions for which employee is
registering. This element may also be used to enter the special
language skills of registrants in the OEP. Enter one letter in each
box and leave one space between each word and abbreviate, if
necessary. Enter in one of these elements the activity code of the
overseas registering activity when completing a registration form for
an overseas family member and after the activity code enter "Overseas
Family Member," or EO 12362 eligible, as appropriate. For Spouse
Preference Eligibles you must document eligibility (i.e., "Current
Employee," "Reinstatement Eligible," or "EQ 12362 Eligible" and losing
activity code). If an employee is available for General Schedule
supervisory position, enter "Available for Supervisory Position." If
an employee is available for GM positions, enter "Available for GM
positions." If currently occupying an excepted service position,
enter "Available for Excepted Service Positions Only." Only data
contained within the boxes will be included.
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C. SECTION B (COMPLETE FOR PRIORITY PLACEMENT PROGRAM REGISTRANTS
ONLY).

This section will be completed for registrants in all Programs,
except the OEP. If this Section is coded for applicants in the OEP,
the registration data will be rejected by the computer.

1. ITEM 1 - SEPARATION DATE OR EFFECTIVE DATE OF CHANGE TO LOWER
GRADE - Element (44)

a. Displaced Employees.

(1) Program A - For both voluntary and involuntary
registrants enter the date the registrant is to be separated from
activity rolls as result of RIF, base closure, failure to accompany
transfer of function, or effective date of change to lower grade/part-
time position, or effective date of furlough for six months or
longer. Employees must be registered prior to the effective date of
separation or change to lower grade or part-time position.

(2) Program R - See Appendix B

(3) Program C - See Appendix F

(4) Program D - See Appendix J

b. Nondisplaced Overseas Employees.

(1) For nondisplaced employees returning to CONUS after
completion of one or more tours, the date must be left blank.

(2) For nondisplaced employees who are family members of
DoD personnel, enter the date LWOP begins.

(3) For nondisplaced employees, or former employees who
meet the appointment eligibility of EO 12362, as amended, who are
family members of DoD personnel, enter the family member's date of
registration.

c. Special Programs

(1) Panama Canal Commission - See Appendix E.

(2) National Guard Technician - See Appendix G.

(3) Department of the Army Family Member Priority
Placement Program - See Appendix A.

(4) Military Spouse Preference Program - See Appendix I

(5) National Guard Technician Employment Program - See
Appendix K.
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2. ITEM 2 - RELEASE DATE - Element (45)

a. Displaced Employees.

(1) Program A - This date will be 12 months following the
date the registrant affected by RIF is to be separated from activity
rolls or the effective date of the registrant's demotion. The
employee who declines demotion to a full-time or part-time position
may remain in the Program for 1 year following scheduled separation *
date. The release date for employees who accept part-time positions
in RIF will be the date the placement is effective. The release date
for involuntary reqistrants is 12 months following the date the
registrant is to be separated from activity rolls.

(2) Program R - See Appendix B

(3) Program C - See Appendix F

b. Nondisplaced Overseas Employees.

(1) For nondisplaced employees returning to CONUS after
completion of one or more tours, the date mu-t be left blank.

(2) The release date for overseas employee family member *
registrants is one year from the date LWOP begins.

(3) The release date for EO 12362 eligibles is one year
after the date the sponsor reported to the new duty station.

c. Special Programs

(1) Panama Canal Commission - See Appendix E.

(2) National Guard Technician - See Appendix G.

(3) Department of the Army Family Member Priority
Placement Program - See Appendix A.

(4) Military Spouse Preference Program - See Appendix I.

(5) National Guard Technician Employment Program - See
Appendix K.

NOTE: Enter the year, month and jay in the following
manner: last two digits of year; 01 through 12 for numeric month; and
01 through 31 for day.

3. ITEM 3 - PRIORITY - Element (46) - Employees will be
registered and referred for placement with a numeric Priority l, 2, or
3. These designated priorities will be assigned according to the
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basis for registration eligibility as stated in Chapter 3, paragraph
A6; Chapter 6, paragraph 3; and Appendices A, B, E, F, G, I, J and K
of this manual, as appropriate.

4. ITEM 4 - OVERSEAS COUNTRY LOCATION (OVERSEAS EMPLOYEES ONLY)
Element (47) - For overseas displaced and non-displaced employees,
enter Country Code where the applicant is physically located. If
appropriate codes are not contained in Appendix C of this manual,
enter the code for the country where the overseas servicing CPO is
located.

5. ITEM 5 - RETURN RIGHTS (Overseas Employees Only) - Elements

(48) and 49)

a. Element (48) -

(1) Enter Code Y for Yes for those overseas returnee
registrants having return rights or those who are serving under a
rotation agreement.

(2) Enter Code N for No for those overseas returnee
registrants who are long-tenure overseas employees without return
rights or other obligation to return.

(3) Enter Code A for Abolished for those overseas
returnee registrants whose stateside position has been abolished.

b. Element (49) - Enter appropriate code for state of Alaska
(Code AK), Hawaii (Code HI), Commonwealth of Puerto Rico (Code RQ) if
registrant is presently employed in Alaska, Hawaii, or Puerto Rico;
last resided in Alaska, Hawaii, or Puerto Rico; or has return rights
to Alaska, Hawaii, or Puerto Rico. Enter GQ for overseas employees
completing an overseas tour whose home of record is Guam.

D. SECTION C (COMPLETE FOR OVERSEAS EMPLOYMENT PROGRAM REGISTRATIONS
ONLY).

1. ITEM 1 - RE-EMPLOYMENT RIGHTS - Element (50) - Due to the
granting of re-employment rights across component lines, this element
will be left blank for all registrations.

2. ITEM 2 - REDUCTION-IN-FORCE - Element (51) -

a. If registrant is currently in receipt of a RIF notice
advising of pending separation or change to lower grade, or has been
separated under RIF notice, enter Y for Yes. If the registrant is not
in receipt of such notice or has not been separated by reduction-in-
force, element 51 should be coded N for No.
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b. This item must be kept current, i.e., if an individual who
is coded N receives a RIF notice advising of pending separation or
downgrade, the individual's record should be changed to reflect a Code
Y by submission of DD Form 1819, File Maintenance. Conversely, if an
individual who was coded Y has the RIF notice canceled, the
individual's record should be file maintained to reflect an N. Those
individuals who are downgraded as a result of their RIF notice should
have their record file maintained to reflect an N, and appropriate
data should be entered in Section A, Item 7, to reflect demotion
without personal cause data. Individuals who are separated may retain
the Y code.

3. ITEM 3 - LAST OVERSEAS TOUR -Elements (52) through (55) - This
item will be completed for registrants who have worked overseas in a
military or civilian capacity, regardless of whether or not the tour
was completed. Leave this item blank if the applicant has not worked
overseas.

a. TYPE - Element (52) - Enter one of the following codes to

identify type of overseas tour:

(1) C - U.S. Government Civilian Employee

(2) M - Military Member of U. S. Armed Forces

(3) P - Employee of firm under contract to U.S.

(4) 0 - American citizen working in overseas location in
capacity other than the three listed above.

b. COUNTRY - Element (53) - Enter the appropriate two-
character country code from Appendix C for the country in which
applicant was employed. (NOTE: If other than country code listed in
Appendix C, enter 00 in this element.)

c. COMPONENT - Element (54) - If the registrant's type of
overseas tour is C or M, entt.. the Code from Appendix C for the
component of the Service in which employed. Leave this element blank
if the type of overseas tour is P or 0.

d. DATE DEPARTED AND RETURNED - Element (55) - Enter the year
and month that the registrant departed the United States in the first
four spaces. Enter the year and month the registrant returned to the
United States from his/her last overseas tour.
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EXAMPLE: Registrant's last overseas tour was with the
Army as a Federal Civil Service employee in Germany. Registrant
departed the U.S. in October 1976 and returned in October 1979:

ITEM 5 - LAST OVERSEAS TOUR - If ON0, leo.e bhnL
TYP (9a f2)

€OUNTRV (5,3) '

COMPONENT' .......... ......... ........... . . .. .. .. . .... ....... ..... .. . . .. . . . . . . . . . ( 4 A

oRPARTEO RETUON&D

DATE DEPARTED AND DATE !9u1osD RESPECTIVELY - ENTER YEAR AND MONTH (55) 7 6 1 0 17 19 1o0

Figure 8-6. Sample last overseas tour.

4. ITEM 4 - FEDERAL CIVILIAN SERVICE - Elements (56) to (58) -
This item is to be completed for reinstatement eligibles only.

a. COMPONENT - Element (56) - Enter the appropriate code from
Appendix C to indicate which DOD component or Federal agency employed
the registrant at the time of the registrant's last separation.

b. TOTAL MONTHS SERVICE - Element (57) - Enter the total
creditable number of months of Federal civilian service as a three-
digit number using zeroes as necessary. For example: 7 months of
Federal civilian service would be coded 007, or 38 months coded as
038.

c. YEAR SEPARATED - Element (58) - Enter the last two digits
of the calendar year in which the registrant was last separated from
Federal civilian service.

EXAMPLE: Registrant was separated from McClellan Air
Force Base as a civilian employee in 1981 and has 6 years, 4 months
creditable Federal civilian service:

ITIm 4 - FEDERAL CIVILIAN SERVICE CpItlefe bfe WISIeW64u ellgibleo Gall,

COM ON N ............................ . ......... ... .... .........

TOTAL UONTHS sO a -mvcs ........................ ............ ..... .. (9?)40 76
YEAR SEPARAT ED _-._ (.) ..

Figure 8-7. Sample Federal civilian service.
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E. SECTION 0 - REGISTRANT AND CIVILIAN PERSONNEL OFFICIAL'S
CERTIFICATION

1. In order to assure that an individual is aware of the
obligations for registration and that the registration form itself has
been properly coded and reviewed, this Section requires the signatures
of the registrant and the Civilian Personnel Official responsible for
registering the applicant.

2. The signature certifies that the registrant:

a. Has been counseled by the Civilian Personnel Official.

b. Understands the need to keep the registering Civilian
Personnel Office informed of the current address and telephone number
so that contact can be made concerning job offers.

c. Has reviewed the skills and locations for which
registered.

d. Is willing to accept any one of the grade levels, skills,
and locations for which registered.

e. Will respond immediately to a job offer as a result of the
registration.

f. Understands that one valid declination will result in
removal from the Priority Placement Program.

3. The signature of the Civilian Personnel Official certifies

that he/she:

a. Has counseled the registrant.

b. Has reviewed the entire registration form for correct and
complete coding of each applicable item.

c. Concurs in the area selections and skills for which the
registrant is to be referred as those which would provide the best
opportunities for employment offers.
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F. SECTION E - AREA OF REFERRAL - Separate provisions are made for
completing area of referral data in the PPP and the OEP. The
following procedures should be applied, in detail, to assure proper
registration and referral of registrants for the desired selected
areas. (For specific restrictions on area of referral for special
program registrants, see the appropriate appendix.)

1. Priority Placement Program

a. Policy to be used in determining area of referral is found
in Chapter 3, paragraph B of this manual. (Overseas activities refer

to Chapter 6, paragraphs B4 and C4).

b. The PPP provides the capability to effect registration of
eligible employees for placement consideration at individual DoD
activities or all DoD activities within a state(s), region(s), or
zone(s). The civilian personnel office must make the determination as
to which area of selection will provide adequate placement
opportunities. There must be reasonable assurance that the employee
will accept an offer from any DoD activity within the broad areas
(state(s), region(s), zone(s)) before such registrations are
effected. I.ny time the area of referral extends beyond policy covered
in Chapter 3, the registration form will be annotated to show that
coordinator approval was obtained.

c. When a registrant fails to receive an offer after a period
of registration and the registering activity determines that it is
unlikely that an offer will be received because of the size of the
original area of consideration or the employee's restriction as to
availability, positions, locations or acceptable grade levels, the
employee will be counseled on alternative methods of increasing
placement opportunities. The civilian personnel office may, with the
registrant's approval, revise registration data at any time consistent
with the determination as to the appropriate area of consideration.

d. DoD Manual 1400.20-2 contains descriptions of DoD
locations by assigned activity codes and by State, Region and Zone.
The descriptions and assigned activity codes will be used to assist in
the counseling and registration of employees in the Program.
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DoD 1400.20-1-M

(Chap 8, Para Fle)

e. PART A, ITEM 1 - Area Select - Elements (59) through (69)

(1) The following four zones are established for
registration purposes:

ZONE CODE DoD DESIGNATED REGIONS

1 1. Boston, Philadelphia, and New York Regions, including
the Washington, DC Metropolitan Area.

2 2 Atlanta and Dallas Regions (Atlanta Region includes
Puerto Rico for management purposes but not for
referral coding purposes.)

3 3 Chicago and St. Louis Regions

4 4 Seattle, San Francisco, and Denver Regions (Seattle
Region includes Alaska, and San Francisco Region
includes Hawaii for management purposes but not for
referral coding purposes.)

NOTE: Caution should be exercised in the coding of the area of
referral to avoid duplication resulting from selection of zone(s),
region(s), state(s), and individual activities which are included in
the same geographical area. Duplication of geographical areas will be
rejected by the computer. The only exception to this is the coding of
selections for Alaska, Hawaii, and Puerto Rico as shown in paragraph
f(2) below.

(2) ZONE SELECTIONS - Element (59) - Four spaces are
provided for Zone Selection. Codes 1, 2, 3, or 4 identify the four
different zones and are the only codes authorize] for use in these
spaces. Enter 1, 2, 3, or 4 in Zone Selection spaces from left to
right. Use these spaces only when there is reasonable assurance that
the registrant will, in fact, accept employment at any DoD activity
within the zone or zones. When a zone(s) is selected, regions, states
or individual activities within the selected zones(s) (with the
exception of Alaska, Hawaii, or Puerto Rico) are not to be coded.
When nationwide registration is authorized by the Zone Coordinator,
all four zones will be coded. N'ationwide registration does not
include Alaska, Hawaii, and Puerto Rico activities. Those would have
to be entered by separate state, commonwealth, or activity selections.
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DoD 1400.20-1-M

(Chap 8, Para Fle(2), cont'd)

EXAMPLE: A civilian personnel office in Zone 2 has determined
that Zone-wide registration is necessary and the employee indicates a
willingness to accept employment at any activity in Zone 2.

ZON• &ELECTIONS .................................. ........................................... ............ ("9)

Figure 8-8. Sample area of referral zone selection.

EXAMPLE: A Civilian Personnel Office in Zone 1 believes few
vacancies for registrant's skills are likely to exist in Zone 1 and
the area of consideration should be expanded to include all Zone 3
activities. Employee agrees all these activities would be acceptable
and Zone Coordinator approval has been obtained.

ZONE SELECTIONS ......................... . -1 =31

Figure 8-9. Sample area of referral zone selections, expanded.

(3) REGION SELECTIONS - Element (60) - Ten two-character
spaces are provided for Region Selections. Following are the codes
authorized for use in these spaces:

BN - Boston Region CH - Chicago Region
NY - New York Region SL - St. Louis Region
PH - Philadelphia Region DE - Denver Region
AT - Atlanta Region SF - San Francisco Region
DA - Dallas Region SE - Seattle Region

NOTE: Region(s) may be selected by entering the appropriate two-
character region code in the spaces provided from left to right.
Region spaces will be coded only when the employee agrees to accept
employment at any activity within a region(s). Regions within a Zone
already coded in Element (59) are not to be coded. States or
individual activities within the selec-e-dregion(s) with the exception
of Alaska, Hawaii, and Puerto Rico are not to be coded.

EXAMPLE: A civilian personnel office in Utah has determined
an employee should be registered for all activities within the Denver
Region and the employee agrees that all these activities are
acceptable.

49I.o . o SELECTIONS. ... (6)ID I D I I I I i 1 1]]

Figure 8-10. Sample area of referral region selection.
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(Chap 8, Para Fle(3), cont'd)

S EXAMPLE: Registrant in Zone 1 is to be registered for all DoD
activities in Zone 1 and Zone Coordinator has approved registration
for all activities in the Chicago Region as well.20"t ..,..<.,o.,, .... ....... .............. .................................................................. ..... ........... ........... M, , t F IFI..G.,k ..L..C 7.,+ , ............. . .04. . . .I I 1 . . . . .1 1 1II iI II I

Figure 8-11. Sample area of referral zone and region selections.

(4) STATE SELECTIONS - Elements (61) and (62) - Any
number of states up to 28 may be selected by using the two-character
alpha state codes. Except for Alaska, Hawaii, and Puerto Rico, a
state may not be selected if the zone or region in which the state is
located has been selected in element (59), Zone Selections, or Element
(60), Region Selections. When a state is selected, individual
activities within that state may not be selected in Item 2 -
INDIVIDUAL ACTIVITY SELECTIONS.

EXAMPLE: Registrant at activity located in Florida is to be
registered for all DoD activities within the state of Florida and will
accept employment at any DoD activity within that state.

I a a1 4 .4 7 1 9 10 1

STAT.E .:,ctows ........ I F1,>I.I I.II I I I I I I I I I I i

Figure 8-12. Sample area of referral state selection.

EXAMPLE: Registrant from an activity in the Atlanta Region,
State of Tennessee, is to be registered for all DoD activities within
the states of Tennessee and Kentucky.

5I S 1 7 II 'S 50 1' 3+ 2 33 34 3

... ,. S,-.CT6.° ..... TI KI I I I I

Figure 8-13. Sample area of referral state selections.

(5) Component - Element (63) - If restriction to limit
referral to a single component only is desired, that component code
should be entered in Element (63). If no restriction is desired,
leave Element (63) blank. Authorized component codes are listed in
Appendix C and only these codes may be used.
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Chap 8, Para Fle(5) cont'd)

EXAMPLE: Registrant from Grissom Air Force Base is to be
registered for all component activities (Air Force) in the Chicago
Region.

", ,G° , •, SELECTONS .. .... , c l 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1

COMPON•E T ............................................................ ......................................................... (63)

Figure 8-14. Sample area of referral region and component
selections.

EXAMPLE: Registrant from Puget Sound Naval Shipyard is to be
registered for all component activities (Navy) in the Seattle Region
and the State of Alaska.

R EG IO N SE L E C TIO N S .. ................................................................................................. IE I I I I
. 2 3 4 *S 6 7 a 9 10 11 12 13 41

STATE, SELEC IO ................................................S... (61) AI I IKI I I I I I
IS 16 17 is 19 20 21 22 23 24 25 26 27 28

STAT SELE C ON .................... .... -.......... (62)1 1 1 1 1 1 I 11 11
C t P N N ............................ .. .. ..... ............ ...................................................................................................... ....... .... .... .......... ... ........................ ............ . ...................... ..... (6 3)

Figure 8-15. Sample area of referral region, state, and component
selections.

f. PART A, ITEM 2 - INDIVIDUAL ACTIVITY SELECTIONS - Elements
(64) through (69)

(1) Space is provided to register for referral to a
maximum of 60 different individual DoD activities. The four-character
activity codes assigned in DoD Manual 1400.20-2 are to be used to
indicate individual activity selections. You must complete each
activity line with ten codes before proceeding to the next line.

EXAMPLE: Registrant from Fort McPherson (311A) is to be
registered for activities 314A, 330A, 338A, 367A, and 386A in addition
to Fort McPherson.

ITEM 2 - INDIVIDUAL ACTIVITY SELECTIONS - Enter appropriate 4 digiz code from DoDM 1400.20-2 for individual actCiviy seleccions.

(64) 1311111AI A131AI313 0JAI 313181A 316 171AI31 8161AIIII I [I

Figure 8-16. Sample area of referral individual activities
selections.
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DOD 1400.20-1-M

(Chap 8, Para Flf(2))

(2) Selection of Activities in Alaska, Hawaii, and Puerto
Rico. Referral to activities in Alaska, Hawaii, and Puerto Rico may
only be accomplished by selection of the State or Commonwealth when
referral to all activities in the State or Commonwealth is desired, or
by selection of the individual activities desired. The selection of
Zone 4 or the San Francisco Region will not provide referral to Hawaii
activities. Selection of Zone 4 or the Seattle Region will not
provide referral to activities in Alaska. Selection of Zone 2 or the
Atlanta Region will not provide referral to activities in Puerto
Rico. Whenever placement consideration is desired for all activities
in Alaska, Hawaii, or Puerto Rico, the appropriate State or
Commonwealth code (AK - Alaska, HI - Hawaii, RQ - Puetto Rico) must be
entered in Element (61) or (62). When consideration is desired for
only specific activities in Alaska, Hawaii, or Puerto Rico, the
selection of the individual activities must be coded in Item 2,
Individual Activity Selections, Elements (64) through (69), but the
state or commonwealth must not be coded in Element (61) or (62) in
that instance.

2. PART B - Overseas Employment Program (OEP)

a. Part B of Area of Referral will be coded only for
registrants in the OEP. This Part is used to identify country
selections and to limit referral to a single component's activities
within the country or countries selected.

(1) Persons employed within the DoD may register for any
skill - pay group, series, grade, option (if any) for which fully
qualified and for any country listed with that skill - which has been
entered by their own component on the current OEP Acceptance List or
current Positive Recruiting List, and for skills entered by other
components on either list which are available to all registrants.
Eligible applicants from other Pederal agencies and reinstatement
eligibles may register in the OEP only for skills reflected on the
above lists which are available to all registrants.

(2) All registrants must be fully qualified for the
positions and grade levels for which registered.

(3) Each country selected must be represented on the
current OEP Acceptance List or Positive Recruiting List for one of .he
positions and grade levels for which an applicant is being registered.

(4) If the registrant mnoves to another Federal activity
or becomes unavailable, the registering Civilian Personnel Office will
submit Item 1, Part A, DD Form 1820, Report Action Code 11, to DDSC
via telephone to remove the registrant from the Program. If telephone
is not available or practical, such action shall be submitted by
electrical message or air mail.
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Chap 8, Para F2b)

b. Component - Element (70) - This space may be coded to
limit referral to overseas activities within a single component in the
country or countries selected o when at least two components have
the same skill on the current OEP Acceptance List or Positive
Recruiting List preceded by a pound sign (#) and the applicant desires
referral to only one of the components. Leave this space blank when
registrant is eligible for and willing to be referred to more than one
component.

The authorized codes are:
A - Army
N - Navy
F - Air Force
S - Defense Logistics Agency

c. Country Selections - Elements (71) and (72) - Space is
provided for selection of not more than 28 overseas locations.
Authorized two-character alpha country codes are listed on the
Registration Form, and in Appendix C and on the Acceptance List and
Positive Recruiting List. Only these auth3rized codes may be used.
Use of codes other than the established codes will result in rejection
of the registration by the computer.

EXAMPLE: Registrant desires referral to and will accept
employment in England, Germany, France, or Spain. Each country
selected is represented on the current OEP Acceptance List or Positive
Recruiting List for one of the positions and grade levels for which an
applicant is being registered.

I It 3 4 a 6 9 So S1 of I 2 is 14

covwJnyU SaLi.RMO" _ (71) JU K G E FJ R 1
is 16 17 1* 1S92' 2 21 2 4 7 i

COUNTY .a.wro.-_VI,!I ! 1 I I1 iF I I I I1! 1 I I I I I I I I I I 1 I11

Figure 8-17. Sample area of referral overseas country selections.

EXAMPLE: Registrant desires referral to and will accept
employment at Navy activities only in Guam and the Philippines. Each
country selected is represented on the current OEP Acceptance List or
Positive Recruiting List for one of the positions and grade levels for
which the registrant is being registered.

.. . ....................... ....... ... .............................................................................................................................. (70)

# a a 5 a 7 a I 10 it it Is 14

COU.. -.ft o, ,- , GI RIP! I ! jII I I I I I I I I I I I I I I I I I R I

is I ? to 7 to o' f 23 24 24 i 27 UCOUNTR,,-, a-,.,, , ,,, al L I I I I I I' ' I I I I 1 I
Figure 8-18. Sample area of referral component and overseas country

selections.
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DEPARTMENT OF DEFENSE
PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT REGISTRATION

SECTION' A PERSON AL DATA -COMPLETE FOR -ALL PROGRAMS

REGISTERING ACTIVITY MAILING ADDRESS AND TELEPHONE NUMBER:

ADES CCPMUAOEP.
63 ýSSQ/Ni.cs-3 O0.otR..V ,e9r-cm.E ..... . .... ........

I~ortcn _17B CA q2L09-5965

REGISTERING ACTIVITY AUTOVON NUMBER. 876-654~7 EXT. ... CRm? I0.) ~ 1 2 33
AREA CODE COMAMERCIAL NUMBER. 714-382-6547 EXT:

ITEM I PR'GRAAl -ene 1o d -1 a idin ie ep ltn Pengre g .......e -e P-o UI. C.p- 1, I.D 1m400.20-t. .......- - - - - - - --.. 1.....5...............

ITEM 2 REGISTERIG ACTIVITY CODE en-1.1 oppliceble rode fro DoD4 1400.20-2 ................. . . .. (O) A

ITEM 5- IDETIFICATIO% DATA -op .nrod.ere .td% P-r II. ch.p.er 1. D.DN "402.Idee d Piot 1..rd niemWdh wbeo b- r. p.-, y he nlwoed l

7 1y . .. d. L ) . T M ~ 1 1
'-"';I I MIA IIIN IISIT I I II IIII

Ol06tSI A c1 Id RN11 AID I [IL]II T

Z - CoZE (APO FF0 som .1 lo-nroneploy-el r 9( C 1)
.nEn cool -9.*E 9.1

ITEM 4.- CURRENT OR LAST FEDERAL EMPLOYMENT -nee Parn 11. Casetec . D.DM 1400.20-I

. ......... .................................................................. 0 1) E

hA.ch. pe oo. . . . ..pl,, .. .. . .... ... .........................................

ITEM I5 STATISTICAL INFORAIATION sen Patr IL. Chapter I. .D4 1400.Z0.1 Qm .0 CA

O.sE OC MR- . ... cry1.1. moor. d.. ... ........... .. ......... 1(16) 15 0 .1 9ý

SEO. Ante Mw An1.1O. F I.0 Fel..I...... ........................... ...... ......... .. ............ I......... 1) Ejj

,u.R,Gn -. . l. ente -eht ,c e o ..... .............1. 1.................__... . . . . . . . . . . . . ........-..... ( ISI)

RE ., ..cnctc ghrr . Poend...._ _.................. .................... .... ................... ..... 3 0 9

S1.?A . 1SYA L . e- 1e M Inc W ,rted e.d S lee Seio.l....r -.... - .. --..........r ...................................- ...... .. 1...

-01CCOL nA I ............ .. .................. .. ....... ~ ....- ............................................... lI)F0T5

EO.A.O . ... __ ................... .. . . .. .... 21

K RDCAT . - . . . . . ... ....................... .......... .. .................... _............. _ .......... ... )...

CO R ..ii....ene . Y......... ....................................................... .......................... ......- ... -- ------- -- 7

y.., een yn SEE elb.1tiey e.rbi.bcd .. ............... ....... ..... ..... ................................ .. ..... )21Tf

S E: i ,C E 0 o 1 r r R A ,o ", r C A T E . - n e r p e ,. m i e d a y . . .. ......... . . .. ....... ............ . ,. . ... . . .. .. .- ( 6 7 5 C0 1 12

UR -, V CRL ARA E. .. -.............-....................... .. ..... Ml

Figure 8-19, Sample Registration Form
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ITEM 6- SECIAL AWARM - mom Y . N* 6 . .-. d.. b~. No A ~ .s AA? "_.... y....Ai ... b6.~. $. .. Ism 10 Y_

STEM 7 -DEAMOTION WIThOUT PERSONAL CAUSE. ..- P., G-1,p S.-.., G..d. -. T,d. .1 P.sai..s Ims wbb.1com -a.. mpaow e .. -Ic voil. A. mo .1

0.w. a.I.d L ... .. p....d - Wob(I.( di. p....~ bood -. PbI.- d- w.o, pIowi ia-,. 42)i

PG sa'sla GoR CONP

PAY GROUP. SERIES. GRADE AND CONPOkNENY................ -... . .... ............. ...

POSITION TITLE

1 1 1 1 71 1 1 1 1 1 1 1 1

ITEM S8. RESERVE TECHNICIAN .q.U..l is*~.i.y.,I. I-y.'i. . wid .,Ili.& . .. l p..m.p-, As . R.-.o T-.0.,.,.. .. A ,s."n
. p...-..P-, UI. C6011 1 I. DU 1400.211-1 Umg. Y I. Y.. v~ N f6 N. .....N............ . .......... 1321)..

fm 9 - DISPLACED EMPLOYEE PROGRAM. -.. Vs Y., Y.. m N I.. No.to imi...,.e wbebot re.irmo. i. .sufd pl...... as.i....o wrer
th-Clodl 54I,...c Comi-... DEP - .1. P-. 13, thopm. 1, D.Di 1400.20-1 (____________ 33)

ITEM 10 - O30 EXPERIENCE . .. d,,.,.s-A .. P-il-~ s.i.d .~ 1" 5 ysr .bb6.'.... it .. y). i6....I .- ,~ of o.& is bb..U.. ...R pad.

NATURE
*RS To D' WORK

room Trc OWORK
YR A O No mO Jo low YU

1313) EC11 11 ,1- ill VI I IC. FIYJ II' If A:1PG E!~Z IML r- r C II III

NATURE

ITEM I I - SKILLS - -. pi k.11 1.) . sad 5h..l. 2 I...jh 5 .pIf.b. I.. Pn....y PI ....... P,.op. Compl-~ 5.,II 1, -~d Skills 2 mod 3 if .Pplic.bl,1~. ..O...
Eis9 )..Ps-aP.8 .P-o, II. .p... 1. DoON 1411D.20-1

.. G. Low oR
I0.,A SER,ES OPTION COOES oR Olt ENp OSLO

.KLLI .........-. -....... 3... 7) JGIS 1210 1 p I 1 31 121

P. 1,G Low a.

ROP SERIES OPTION COOES oR oR exP ESLO

S..LL R. ...... .. ....... (8 GE 131011 SJU B I -I 11 22 0191 1131

GROUS '(5( OPTION CODES Go oR KSP OL

PACK 0 .LGRoR
3.OW. Salims 0."IOS CODES oR Go aP. . ELO

&KILLI... ......... .. (40) F OS 2100 ICI- 112 0 091q3L I

.. pG.. LOW Go
ROP StR,&& OWT'O- COrts OR oR CWP . tLO

SKILL S .... ........ 1...111 11 -Il i i

ITEM 122-SPECIAL QLALIFICAT70NS -... , p-.; rq.,p..R. Nosd -. b.,.. I,... .sq. -ad .. ndic. . P-., CII.Cmp... 1, Dam i400.20.

SPECIAL OIJALIr-CATIONI

1421 AJ AJ:j-IA IBILIE I M S1U1?IEjRv:'S :TT CT,: r-. I S1
SPECCIU OUSCIVICAotIO 2

Figure 8-19 (continued)
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SECTIOIN 8S COMPLETE FOR PRIORITY PLACEMENT PROGRA.M REGISTRANTS GONLY

ITEM I SEPARATIONI DATE OR EFFECTIVE DATE OF CHANGE TO LOWER GRADE. . pays III eq..o 1. ODuel 40.30-1 .0 OA

ENTER..A. ..... ..0 .A ...... . ( 94 1 01Iiiii iý
ITEM I RELEASE DATE .SP-s U. Cbpw .s OsOM 1400.20.13e

ENTER OEA . O T. AND 0.Y _ -.. .......... ... ... (45

ITEM 3 PRIORITY -. Pas. It, Qqp..~. I, D.OM 1400.20-I . . ........ ...... . ...... ........ (46)(

ITEM 4 OVERSEAS COUN4TRY LOCATION (Overseas Employees Daly) e.nte app..selnt ook Se4 e coutr *-.. 'es s-
.o-ely -mplayed .o P-s a, chat,.. I. Doubt 14M0.31 ....... . ......... .... -.. .... (47)

ITEM 5 REThEN RIGHTS O.Em.tploy... Only)
ENTER I FOR YEs OR ,1 .0R NO TO INOiCAT% RHRtTIIR REGISTRANT WAS RETURN RIO4ýST ...........--......... . 4.........

IF REGISTRANT NAS RRTURN glOATS TO OR WAS RECRUITCO PROis AI.ASA. OR MARS,,I. Oft *UERTO RICO ENTERt AK.
OR SI. OR AR Is APPROPRIATE ____.- (49)

SECTION C - COMPLETE FOR OVERSEAS EMPLOYlAENT PROGRAM REGISTRATIONS ONLY

ITEM I .RE-EMPLOYMENT RIGHTS REQUIRED - . Y o''(r Yen or N4 lor No.i i. dicuit whether RR5*ipsws will sacop...Iin
.- - SYRSsflR I-rceo .4.. -- peprsyive s.10. -1.I se, be was.. *..Ps IL a." 1. a.. M10 -Isd(.103 1

ITEM 2 REDUCTIUN-IN40ORCE - es- Y I-. Yr* N IS, No w6 iodi-so, b.6 ~'r iS corro7 a rSeSp. .1. RIP E... d b..jek.
Pending ."Ira.- u. cs FbS.. wi,. laver ,.& Nor, be. be giap..ed by RIF.... P... II~..I ONOte , IM 1400*1 .... ....

ITEM 3 LAST OVERSEAS TOUR - if woo, leave bleak. See Pixs. 11, Chapist 1, DoOM 1400.3-I .1 b seistrutio. an cmaocluu .1 dai. ine

TY I .. ....I -........ ................-........ . . . . . ...... . ...........-. *-*-...-.-.. .............................. . .......~. . 02 ) ]

CaI.II.TR ..... . .................. .........-.-............... . .................. -_ _ . 31)) = ~
....O...T. . . . .....- ..... - -. .............. . .. .............. . -......... .... .. (541 3 1 1]

0-e 0 E-STTOD L- TC SEYIJRN'S IIESPECY~ye- ENTER TEAR ANO O.T ............. -... .... I55
ITEM 4 .FEUERAL CIVILIAN SERVICE - Se P-s U. Cbap-. 1, Dalla 1400.20-1. CompI ... 6. lromosrmsl .igible. Rely

COMPONeNT. . . . .... . ....-........... ..........- .... ... .... A

TOTAL ,gON-MS SERV-CE . .............................................. .... .. ... ......... 1111
YEARs SEPARATEDS.-. .......... ............... ............ ....... ...... ..............

SECTION 0 - REGISTRAINT AND CIVILIAN PERSONNEL OFFICIAL'S CERTIFICATION

I certify that I have, been counseled sod have been a~dvised of my obligations coUARing registrai~on. I have oleo reviewed tb. skills mad lOERIsuca
(Sr whichI I sin being 'rei stard and und...la,.d that I will be. expected Io respond immediately to job off... as a rIesl of Ihis registration.

I cortily that1 the registant has b.ass ounseled, that5 the registration to.. bes, basis cekebd for, sosmplow....ou Rd 51. dare list"is. i ac. corance.
with1 applicab1le dir.etivsu sod in correct to 131 boes of my knowledge.

CIVI.IAN PgR54MIRE, OOVKIAI' .GN l~ DATETUR

Figure 8-19 (continued)
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SECTION E -AREA OF REFERRAL

PART * COMPLETE FOR PRIORITY PLACEMENT PROGRAM IN ACCORDANCE SITH PART 11. CHAPTER 1. DeDM 1"0.2-'I-

'TFbI I AREA SELECT

A. Selet. -1 or... lo, wh.ch " lettolI- J-sat a- dlq P-111, Placemet Pee-p.. hose. a, Rgio,. ., aad SIon.- o be.edetdasae ptr.,ded

'ih. bee) t SI- e .o h0 f ow.Hth Stae.-) '. b1-1ed a e.~e

a. If teletel .. deedd '-Po-e~tae Aiise oel, -ithi .re-0 selected. e-eio ee'. -o . COM~PONtENT.

C' Seet,.o INDIVIDUA L D-D -11o~no wilx madeb Itt, -,*a
1 

th ppiepc.&t oe~,, ieej~lcoe Ite1,2 INDIVIDUA'L i.CTIýcITY SELECTIONS.S

Z90.9%EL.EC'TIOS....F 1
AKGOat tR.ECI OatS . . . .(60) S

SI- 2e~c" ' 361 4R I. I I I I ~ I I ' I

'S '6 'a 2 0 2' 22 23 a. 25 2O 2 26

STATE SlýI..CTIOtS - .. 2)

LEGEND FOR ZONE, REGION AND ,TATI, IOulS

Coot CODE CEDE CODE CODE SODE!
I-ZONEg I PH PHIILADELPHIIA MEG GA OeeI.a 0X 05aO-..o SL. ST 1~.0t. REG VTU

CT . Ctett No - 1,t~ SMittR ZONE J KS 9- totaSp SA FRAXC:SCO REG
ER-MeetP*-~~ta~ .C .,tC-,)e l-Ceco CH -. Rac.

PSRsaloei AVgw. SC .I-S~~l'.o I ICAOt REG 4" eate

CI Eta tedelao VC 0",a. tCcieec, PR .-a~ Rice D E- DENVER 570 SE 'SEATTLE RE

VT.VatIo 20"DOr DA .DALLAS RED M M.Sne E AK SATL- E
NY REP YORE~t REG AT - ArLA"A REG RC COt~ :N i~tt T ~te d-

NJ Nawt La AL-ICN A-.Oat %-1 0 O. 4 ND-TthuiS.ae. O-O.,

ITEM 2- INDIVIDUAL ACTIVITY SELECTIONS E-,e appopt-at 4 d,&,, -od Iýo DOOM 1400.20-2 fe, .d--olocaiy tbcoa

164) I 7-- -1- I..

16I T

PART 83 COMPLETE FOR OVERSEAS EMPLOYNIENT PROGRAMIN 2 ACCOCOAN'CE WITH PART I1, CHAPTER I. DoOM 1400.20.1

Poataoe Rec.rotag Lasa. E.ch k,1tlcded c. Sect ,e I4 t- 11. Itot .erpte.-d by.,I o .t len. ec cctttY teectae. E-te approptiot cod. COSPONENT It r.9--tet
dean ap Rsarcwt hi a Nel-ael to seamd-,dual compemect.

CO*OtttT . - - - - - - - -. .......... ......... ....

2S I , 8 N 5 0 2 03 00 ON 24 2' 211

COUNMT"e RELECYtOR-S ------ -----.- (72)1E 1 1
COOITRTY LEGEND

CODS CODE CODE0 CODE CODECOD

ADl Ae.arw DA -D-t,. IC-lMAPt -CRttat4. Rfalta CD TO e.

SO -CO.d :l-Rtto~ T - t~ D-mer.PQ N- Pat .c- EG Uj."..~aCN~a~
a" ]t- P -?a A . Jne PL .Ntela SA San- Vtht ...V...

-9 Co, Dto OR - OaCe..L 1.5 Loatea 1O.0.mt Pie~

Figure 8-19 (continued)
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CHAPTER 9

INSTRUCTIONS FOR COMPLETING THE FILE MAINTENANCE FORM

A. FILE MAINTENANCE

1. DD Form 1819, is used to change, add or delete registration
data for all programs If a person is registered in more than one
program (one of which must be Overseas Employment Program), a File
Maintenance form must be completed for each program. The Social
Security Number, Program Code, Registering Activity, and registrant's
name must be entered at the top of each form for any data changes. A
sample DD Form 1819 is shown at end of this chapter.

2. Social Security Number, Program Code, and Registering Activity
Code cannot be changed by file maintenance ('S" Program exception is
covered in Appendix I). To make changes to those three elements, the
registrant must be deleted from the Program by submission of Report
Action, Code 11, Removal - CPO Request, along with a new, correctly
coded, and completed DD Form 1817.

B. CODING INSTRUCTIONS

DD Form 1819 provides spaces for changing, adding or deleting
informational and skills data. When coding any element of data, use
the same number of spaces that would be used on DD Form 1817,
including blank spaces where appropriate. To change more than five
elements of informational data, additional File Maintenance Forms must
be submitted. The reverse side of the form is for making changes to
the area of referral. Any time a single change, addition or deletion
is made to the area of referral, the entire area of referral must be
recoded. Failure to recode the entire area of referral will result in
the registrant's skills being referred only to the activities coded on
the File Maintenance Form.

1. Any time a single entry, other than a signature, is made on
either or both sides of DD Form 1819, the Social Security Number,
Program Code, Registering Activity Code and the registrant's name must
be entered in the spaces provided at the top of the form.

a. Social Security Number - Enter the registrant's Social
Security Number as it appears on the DD Form 1820, Resume Audit.

b. Program Code - Enter A for Priority Placement Program; B
for Overseas Employment Program; C for the Air Force Status Quo
Program; D for the Army Military Technician Program; F for the Army
Family Member Priority Placement Program; K for National Guard
Technician Employment Program; G for the National Guard Technician
Disability Placement Program; R for DoD Placement Plan for Employees
Under Grade Retention; or S for Military Spouse Preference Program.
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c. Registering Activity Code - Enter the 4-character activity
code assigned to the registering activity as contained in DoD Manual
1400.20-2. The only time you can change a registering activity code
by file maintenance is for the Military Spousal Preference Program
(instructions contained in App I).

d. Name - Enter the registrant's last name and as many
characters 0f-the first name and middle initial as spaces allow.
Leave one blank space between each segment of the name. If attempting

S to correct spelling of a name or processing a name change, show
incorrect spelling at top and enter element number (04) and correct
spelling.

2. Change, Add, or Delete Informational Data - First, identify
the element number for the changed data on DD Form 1817, Registration
Form, and enter that element number in the spaces entitled "Element
Number". Then, enter the new data. Only data applicable to one
element number may be entered on each line. The newly entered data
will blank out the previous data for that element. In effect, new
data overlays the formerly registered data. New data may be added for
elements where none existed before by the same process. To delete
data, the element number is entered and the spaces following are left
blank. The overlay of empty spaces blanks out the data registered.

3. Change, Add or Delete Skills Data - Skills for the PPP are
limited to five, Element Numbers 37 through 41. Skills for the OEP
are limited to three, Elements 37, 38 and 39. Only these numbers of
skills may be registered, changed, added or deleted. When changing or
adding to an existing skill, the element number must be entered,
followed by the pay group, series, options (if appropriate), high
grade, low grade, years of experience, and high grade held - even
though only one part of the skill's line is to be changed. To delete
a skill, enter the element number and leave remaining spaces blank.
The computer automatically moves up any skills that follow one being
deleted. For example, if a PPP registrant has entries in elements 37,
38, 39 and 40, and deletes element 38, skill line 39 becomes 38 and
skill in 40 becomes element 39. You can see why it's so important
that changes, additions and deletions are made based on current
registration data (last Form 1820 resume received from DDSC).

4. A combination of changes, additions, or deletions may be
submitted on one DD Form 1819. The only time more than one DD Form
1819 is required is when more than five elements of data are being
changed or changes are being made for registrants registered in more
than one program.

5. Certification - The civilian personnel official submitting the
DD Form 1819 will sign and date the certification on the front of the
form. In addition, the civilian personnel official completing the
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form should attempt to obtain the initials of the registrant on the DD
Form 1819 and, as a minimum, assure that the registrant is aware of
data changes. A copy of the new DD Form 1820, generated as a result
of any file maintenance should be given to the registrant for his/her
review and records.

C. CODING AREA OF REFERRAL

1. General - The Area of Referral parts of DD Form 1819 duplicate
Section E of the DD Form 1817 and are coded to effect changes,
additions or deletions of activities to which the registrant is being
referred for placement consideration. Part A is coded for changes in
all programs except the OEP; Part B is used for coding OEP data
changes. Any time a change, addition or deletion is to be effected,
the entire area of referral must be recoded. If, for example, only
one zone, region, state, or individual activity is to be added or
deleted, the entire area within which the registrant is to be referred
must be recoded. This requirement was deliberately established to
cause a review of the number of activities or countries to which the
registrant's skills are to be referred. The omission of any zone,
region, state, or individual activity will result in the registrant's
skills being referred only to those coded on the latest DD Form
1819. The component codes, Element 63 or 70, will result in the
skills being referred only to component activities within the area of
referral. For example, a Code A entered in Element 63 or 70 results
in the registrant being referred to Army activities only.

2. The SSN, Program Code, Registering Activity, and name must be
entered at the top of the form for any change to the area of referral.

3. The instructions in Chapter 8, (coding the original
registration area of referral) will be followed in coding area of
referral changes. This includes annotation of prior approval of the
Zone Coordinator for referral to an expanded area of referral.

D. USE OF FILE MAINTENANCE TO EXTEND REGISTRATION IN THE OEP FOR ONE
YEAR

Registering civilian personnel offices will be notified by a
Registration Update Notification Listing of those registrants who have
been in the OEP for 11 months. The CPO should first determine whether
the registrant(s) desires to have the registration data extended for
an additional year. For those who desire extended registration, the
CPO should review the resume data to determine which data are to be
updated. To make changes, a DD Form 1819 must be completed in
accordance with instructions in paragraphs B and C above and submitted
to DDSC as soon as possible. If the file maintenance is received and
processed by DDSC before the end of the 12th month of the applicant's
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registration, the file maintenance will serve to extend the
registration in the OEP for an additional year. A file maintenance
containing a change to any element that is submitted during the year
will serve to update an OEP registration for a year from the date
processed by DDSC. An updated Resume Audit with the annotation
"Registration Renewed" will be forwarded to the registering CPO. If
the DD Form 1819 is not received at DDSC before the end of the twelfth
month, the registrant will be deleted from the OEP by automatic
computer action and future registration will require a new completed
DD From 1817 being submitted to DDSC.

E. SAMPLE FILE MAINTENANCE

Ms. Barbara Moore, SSN 123-45-6789, is currently registered by 508A
for the following skills:

PG SERIES HI GR LO GR EXP HI GR HELD

SKILL 1 GS 343 12 12 06 12

SKILL 2 GS 345 12 12 03 12

SKILL 3 GS 301 12 12

Ms. Moore is soon to marry and her new name will be Mrs. Barbara
Ames. She wants to eliminate consideration as a GS-301. Also, she is
presently registered for the state of Indiana, but wants to expand her
area of referral to include two additional states, namely Ohio and
Michigan.

Completed sample file maintenance follows on pages 9-5 and 9-6.
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CHAPTER 10

TRADITIONAL (NON-AUTODIN) STOPPER LIST REQUISITIONING PROCEDURES

A. REQUISITIONING

1. When an activity receives a Stopper List that reflects a match
to an existing vacancy (Ch 4, para A), or an overseas recruiting
office desires a listing of registrants from the OEP inventory (Ch 7,
para G), a requisition will be submitted to DDSC. If currently
connected to the Bulletin Board System, the requisition must be
submitted through that method. If not, A-coded activities should
complete a DD Form 1818, Vacancy Requisition, and submit the data by
telephone on the electric secretary. Submission by mail or message
may be used only when no other procedure is possible. Activities
using the "AUTODIN" method should see Chapter 12.

2. When skills for which a vacancy (or vacancies) exists are
shown on the Stopper List marked with an asterisk (*) indicating
Priority 1, and/or 2, all promotions, demotions, reassignments, hires
(including reinstatement) and transfers are prohibited, with the
exceptions stated in Chapter 4, paragraph B. When such skills are not
marked by an asterisk, indicating Priority 3 registrants available,
all hires (including reinstatements) and transfers are prohibited.
(See Appendix I for instructions on Military Spouse Preference.)

B. PRIORITY PLACEMENT PROGRAM

1. A Vacancy Requisition, DD Form 1818, is to be submitted as
soon as a Stopper List match occurs as described in Chapter 4.
Samples of completed requisitions are shown throughout this chapter.
All resumes of registrants with skills that match the position
identified on the vacancy requisition form will be referred to the
requisitioning activity.

a. If a vacancy is to be filled from registrants initially
referred in answer to a requisition, a subsequent Stopper List need
not be applied to that vacancy, even though such Stopper List
indicates additional registrants. For example, an activity receives
four resumes in reply to a vacancy requisition and three days later
receives a Stopper List reflecting two additional registrants,
possibly containing higher priorities who have entered the Program
with a total of six now available for the skill. The activity need
not submit a second requisition, as long as the vacancy is filled by
one of the four initial referrals.

b. If a vacancy is not filled from registrants initially
referred and later Stopper Lists do not reflect the addition of new
registrants with a Priority which would require the submission of a
requisition, another requisition is not required.
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c. If the vacancy is not filled by registrant(s) initially
referred, because they are not available or because their priority
doesn't require placement, and a subsequent Stopper List reflects the
addition of new registrant(s) with a Priority which would require
submission of a requisition, another requisition must be submitted.

d. Any time the Stopper List does not reflect skills
available and an in-service referral list is furnished to the
selecting official, a subsequent Stopper List will not require
submission of a requisition (see Chapter 4, paragraph A10). Any
subsequent Stopper List must be applied if a selection is not made
from eligibles within reach initially on that in-service referral
list.

2. A Vacancy Requisition need not be submitted if the option(s)
reflected does not match the vacancy or the vacancy is a generalist
position but option code(s) is reflected on the Stopper List. For
example, an activity with a vacancy for Equipment Specialist, GS-1670-
11 with an Aircraft option would not be required to submit a vacancy
requisition if the Stopper List reflected only a GS-1670-11 position
with no option indicated.

a. The absence of an option for those series for which
options are authorized indicates a generalist skill. When a vacancy
requires one or more specializations not listed as an option in
Appendix D, a requisition for generalist (without options) is
required.

b. Vacancies requiring more than two specializations are to
be treated as generalist positions and matched against the generalist
pay group, series and grade on the Stopper List. Requisition in the
normal manner against the generalist skill, include the positive
qualification requirements in any offer to the registering CPO, and
proceed as with any other offer with a specialized requirement.

c. Vacancies with a single specialty (option) identified in
Appendix D, will be matched against the pay group, series, option, and
grade on the Stopper List. If no match occurs, the vacancy will be
matched against Stopper List entries of the same pay group, series and
grade with two options. If one of the options matches, a vacancy
requisition m Fust be sub'nittedFwith the single option. A vacancy
requiring a dual option ill only be considered a direct match when
the options on the Stopper List are identical to those required. In
no case will a "double option" vacancy be considered a potential match
unless both options are identical to those on the Stopper List.

d. Refer to Chapter 4, paragraphs D3 and D4 for special
guidance in matching GS-l, 2, 3 and 4 clerical positions; GS-200,
Civilian Personnel positions; and GS-800, Professional Engineer
positions.
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3. In cases where an activity in the United States recruits and
selects for vacancies in foreign areas, a Vacancy Requisition will be
submitted. For vacancies co-located at coded overseas activities, the
code of the Overseas DoD Coded Activity will be inserted in the four
spaces on the DD Form 1818 entitled, "DoD Coded Activity." For
vacancies not co-located at coded overseas activities, the code of the
nearest coded activity will be inserted in those spaces. Upon receipt
of Referral Resumes from DDSC, offers will be made to registrants in
priority order. DDSC will provide negative replies when the vacancy is
unmatched. Formal recruitment or merit promotion actions may only be
completed when the requisition is unmatched or Referral Resumes have
been exhausted without filling the vacancy.

4. Coding Instructions for DD Form 1818 Vacancy Requisition

a. Control Number - This number should be used for local
identification by the submitting activity. This identification may
consist of numerics or alpha characters, or a combination of both, not
exceeding seven. EACH REQUISITION MUST HAVE A CONTROL NUMBER. A
different control number must be assigned to each vacancy requisition
submitted by an activity. Control numbers must not be duplicated.

b. Requisitioning Activity Code - Enter the assigned activity
code from DoD Manual 1400.20-2 for the activity at which the servicing
CPO is located. This code must always end with an alpha "A".
Resulting Priority Placement Resumes will be forwarded to that CPO.

c. Number of Vacancies - These two spaces will be used to
indicate the number of vacancies within the same pay group, series,
grade and option (if any) that exist.

d. Pay Group, Series, Grade and Option(s)

(1) Pay Group - The first two spaces of the nine spaces
provided will be used to code the Pay Group of the vacancy - GS, WG,
WL, WS, etc, as it appears on the Stopper List. (GM may not be used.)

(2) Series - The next five spaces will be used to code
the series as it appears on the Stopper List. Complete spaces left to
right and leave unused spaces blank.

(3) Grade - The numeric grade of the position will be
coded as it appears on the Stopper List.

(4) Option Codes - Use option code(s) only if the skill
with option matches exactly with the vacancy. (Exception: Para B2c
above). The option code(s) must be entered exactly as it appears on
the Stopper List. If there is no option code applicable, leave these
six spaces blank.
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Following is an example of a Stopper List reflecting a generalist
skill, a skill with one option, and a skill with two options.
Following the Stopper List example, are examples of how the Vacancy
Requisitions should be coded for each of these three skills:

STOPPER LIST

PAY OPTION
GRP SERIES CODES GRADE/NBR OF REGISTRANTS AVAILABLE

Equipment Specialist
GS 1670 09/03* 11/02*

01*

Equipment Specialist/Aircraft
GS 1670 AIB 11/03*

01*

Equipment Specialist/Electrical/Electronics
GS 1670 ELA ELD 11/02* 12/01*

01* 01*

Figure 10-1. Sample Stopper List.

EXAMPLE: Vacancy is for Equipment Specialist
(General), GS-1670, Grade 11:

041 664.66 Go

P*, 6"Vo. "A-95 Ash 60402 .. .... a s 1 1 6 t7 0f 1 11

Figure 10-2. Sample vacancy requisition, pay group, series and grade

NOTE: Registrants with Aircraft option and combination of Electrical
and Electronics options would not be referred against this vacancy
requisition.

EXAMPLE: Vacancy is for Equipment Specialist,

GS-1670, Grade 11, with Aircraft option:

P. GX0.o . SEo., s . ... ....AO.. IGS 1 67 101 1 A

Figure 10-3. Sample vacancy requisition, pay group, series, grade,
and option.
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Registrants with Aircraft option for Equipment Specialist, Grade 11,
will be referred against this vacancy requisition; but registrants
with the Generalist skill of Equipment Specialist and registrants with
the combination of Electrical and Electronics options would not be
referred.

EXAMPLE: Vacancy is for Equipment Specialist,
Grade 11, with combination of Electrical and Electronics options:

PCP 8901,96 60

... . .. ..P. gA.g. A. GRADE IG IS 116 1 0 1 11 -1l 1

0 . 0" ..L E L.................. IE IL I

Figure 10-4. Sample vacancy requisition, pay group, series, grade,
and two options.

Registrants with the combination of Electrical and Electronics options
will be referred against this vacancy requisition. The registrants
with the generalist skill of Equipment Specialist and registrants with
the skill of Equipment Specialist with an Aircraft option will not be
referred against this vacancy requisition.

e. DoD Coded Activity - four spaces provided for DoD Coded
Activity will be used when the vacancy is located somewhere other than
the commuting area of the requisitioning activity. If the vacancy is
at another site that has been assigned an activity code, that code
should be entered in these spaces. When the vacancy is located at a
site which does not have an activity code and more than one coded DoD
activity is located in the commuting area of the vacancy, the DOD
activity code of the activity having the most requirements for that
particular series will be used. Registrants selecting the specific
activity identified in these spaces will be referred to the
requisitioning civilian personnel office for placement. For example,
the 2750th Air Base Wing, Wright-Patterson AFB, Ohio, Activity Code
549A, provides servicing to an organization which is not assigned an
activity code but which is physically located at Patrick AFB, Florida,
Activity Code 365A. Activity Code 365A, therefore, will be entered in
the four spaces provided for DoD Coded Activity. Registrants
available for placement at Activity 365A for the vacant skill will be
referred to Wright-Patterson AFB, Activity 549A, for placement. If an
Activity Code is entered in these spaces, the State Code will beTlef
blank.
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f. State - The two spaces allowed for the state code will
be used when a vacancy exists at a remote site which does not have an
assigned activity code or is not located within the commuting area of
a *DoD coded activity. The code for the state in which this type
remote site is located will be entered in these two spaces. State
codes are contained in Appendix C. Registrants who have indicated
availability for every location in the State, Region, or Zone appear
on the Stopper Lists of all activities located within the State,
Region, or Zone. Vacancy requisitions need not be submitted for
vacancies at non-coded activities located in the same state and not
within the commuting area of another coded DoD activity, when the
Stopper List does not reflect available registrants.

EXAMPLE: U. S. Army Engineer District, New Orleans,
Louisiana, has a vacancy that is located in Jonesville, Louisiana, and
the remote site has not been assigned an activity code and is not
located at or within commuting distance of a coded DoD activity. The
Stopper List for the parent organization is "clear;" therefore, a
Vacancy Requisition need not be submitted.

NOTE: Leave State Code blank if the DoD Coded Activity spaces are

coded.

g. Referral Code

(1) Referral Code P - Gaining activities may
requisition for and receive resumes of matching Priority 1 or 2
registrants only by coding the Referral Code space formerly reserved
for Overseas Employment Program requisitions. When an activity is
required to provide consideration to Priority 1 or 2 registrants and
the referral of Priority 3 registrants is not desired, enter Code P as
the Referral Code. Leave Referral Code blank when requisitioning
against continuing uncommitted positions when offers to Priority 3
registrants are required.

(2) Referral Code A - Activities having vacancies in
Reserve Technician skills reflected on their Stopper Lists may obtain
the resumes of only those registrants available for Reserve Technician
vacancies by entering Code A in the Referral Code space. As a result,
the requisitioning activities will receive the Referral Resumes, if
any, of all Priority 1, 2 and 3 registrants available for the Reserve
Technician vacancy.

(3) Referral Code T - Activities having a vacant
temporary position of one year or less duration for which a T is shown
on the Stopper List, are to enter a Code T in the Referral Code
space. As a result the requisitioning activity will receive the
Referral Resumes of registrants scheduled for separation who are
interested in such temporary positions.
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(4) Referral Code S - Activities planning to fill a
position through competitive procedures should requisition using
referral code S. As a result the requisitioning activity will "-eceive
Referral Resumes of Priority 1 and 2 registrants and also all Priority
3's registered under the Spousal Program (S).

h. Complete Examples:

(1) EXAMPLE: Referral of Priorities 1 through 3 is
required. The following requisiti~on, Control Number 607, is being
submitted by Rickenbacker Air Force Base, Ohio, Activity 547A, for an
Auditor, GS-511--09, for one vacancy located at that installation.

DOD PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

C:OMPLETE IN ACCORDANCE WIT11 PART 11, CHAPTER 4, DoaM 140.0-361

DOCUMENT IDENTIFIER . . . . . ............... . .. . . . . .. . [ [Is
CONit ROL NUMsERe (do *o, duplicate orn any other Vacancy Requisition) . t.... . 610~171 1 1jiII7
REOUISITiONING ACTIVITY CODE . -- _ .... .. ................... I~15 1 i4 17 AI

NUMBER OF VACANCIES . .... .. ... .. .. ...... F in
PGP SERIES Gin

PAY GROUP. SERIES AN4D GRADE ........... I G1 5 11 l 1 1019

OPTION CoDeIS) ý ...... I_-.... .' .. W.I EWI I_

DOD COOED ACTrIVITY (Priority PIaCCOeag ProgrMM 061Y) cret she code of *e Activity o, Whaici Ibe rematue vacancy is located -- .I .IIII-I

STATE (Priority P14CCECea Progrfaci Only) eager state code it die locricgor of the vacancy is noa fssiagad an Activity code ................. --- .......... ... ]
COMPLETE THE FOLL.OWING ITEMS F'OR OVERSEAS EMPLOYMENT PROGRAM REQU.ISITIONIS ON4LY:

REFERRAL CODE ..... 1111
Ester "I" of Initial referral only
Eattr 'T' if coatiaaoica I refrrl as desired unatil at least 10 resuwes have bete. releffrrd or Wor90 dass wsacbever as iso,"cc
haEr cc X" to caocel refer:ral'code 2 10 SA

CTRY Is 01FF ANNUAL SALARY.

Eager Coutiary Cade, Compomeat, Salary Differeataal wAmd Asan@[a Salary 1 . . - . .. 'I II I I I I I I I 1 1:

PU S *EACI00 Folio ill Ittae DAo vo% 0011a Also Go won" cenmts is.4 wagas Go ogg1 o es scoue svs at UORIKIIII:~t Itom .119.1031143S
S jtj. 71

Figure 10-5. Sample vacancy requisition, all priorities.
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DoD 1400. 20-1-M

(Chap 10, Para B4h(2))

(2) EXAMPLE: Referral of Priorities 1 and 2 is
requested. This requisition is being submitted for Fort M4cPherson,
GA, Activity Code 311A, Control Number 7211, for Program Analyst, GS-
345-11, for one vacancy located at that installation.

DOD PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

COMPLETE IN ACCORDANCE WITH PART II. CHAPTER 4. D01Mi 1400.W01

DOCUJMENT OENTIFIER ..... tI &IF;]i

CONTROL NUMBER (do not dtmPltCate ia any Other Vacanocy Reqtattto.II11) 1 7 12 111 1 1

REQUISITIONING ACTIVITY CODE .31 l

NiUMBER OF VACANCIES 071i1
PGFP SERIES GR

PAY GROUP SERIES AND GRADE IGS1314151 11-

OPTION CODE.51 .1 . 1 -11I 1 II1T]
DOD CODED ACTI Tiý;Y (Priority Placement Program Only) enter the code of the activity at which the remote vacancy is located . 1111111n
STAYE a Priority Placement Program Ontly) enter state code ofite local... o( the vacancy is Nor assigned -n activity code ............................... ......... . ... ........ F ]]

LOMPI ELI THE FOLL.OWING ITEMS lWl OVERSEAS EMPLOYMENT PROGRKAM REQUtISITIONdS ONLY.

REFERRA, CDDOK~

Enter , I" ife. tal' relerral caily
ý 'I"nue..u coatisnotm. refertal is dt sired suntl at least 10 renwames have been referred or for 90 days, whicevere ts noliner C

"Xner " to cancel rfterral code I 0M SA

CYR, P CIFF ANNUAL SALARY.

tEntet (Lolitrry Coat. Component, Salary 0.flevestsia attd Anniial Salary - . I I -

DO) liam Is15 SISPtACES so rOam tam It JAM 661 ANoD DOn tam 16 it Pta "It IIsICHSOO90DETYD. susc a umnyo U5oAfftOWTWUUU Hr -SiSitOS1031135
I JUL Tn

Figure 10-6, Sample vacancy requisition, priorities 1 and 2
only. 
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DOD 1400.20-1-M

(Chap 10, Para B4h(3))

(3) EXAMPLE: Vacancy located in a different state at a
remote site not assigned an activity code. This requisition is being
submitted by U. S. Army Engineer Di1s'trict, Vicksburg, MS, Activity
Code 315A, Control Number 8AB, for Crane Operator, WG-5725-11, one
vacancy, located at Hot Springs, Arkansas, which has not been assigned
an activity code and is not located in the commuting area of a coded
DOD activity.

DOD PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

C OUPLLTF. IN ACCORDANCE WITH PART 1I, CHAPTER 4, DolMi 14").20.1:

OOCvIJENT IDENTIFIER . .. .. 1 ... . P J
CONITROL NUMBER (do not duplicate on any other Vacancy Requisition) .8 A B [1 ]]i ii I IJ

REOUISIT1Oe.ING ACTsVITY CODE ..j....j....j.fi FT
NUMOIdR OF VACANCIES .. . .. .. iI 1

POP SERIES OR

PAY GROUIP. SERIES AND GRAOC .. W IG15 171215 1 11 1

OPTION COD OEISI .. .. . . .. . . . . I I I l i I I

000 CODED ACTIVITY (Priority Placement P90SO~a Only) eoter the co de of dhe activity at which the re mnote vaacaney is loewcud [ i i ~ I
STATE (Priority Plsaegenta Programn Only) esltee state code if the location of the vacsncy isnsot sassigned as sttivity code ......................................... A R

CtMPI.ItIL ThIL FOLLOWING ITEMS F OR OVERSEAS EMPLOYME.NT PROGRAM REQUISITIONdS ONELY:

RaEER AL CODE . ....... -111........E
Ente" :*I:: if initial referral only
Ene A" ,f 1otnosrfen sdisrdutla es0 resumses hove heen referredor foe 90 days, whichever to ogmer c
Later X'S o cancel referral code 2 0D SAL

CYR" P 01FF ANNUAL SALARY.

Einter Country Coder. Compnonet. Salary Diffeeesiiial and Annual Salary .... L IIIIIIIp

Do Foo III$ naPAcg Don room of" 1 #An1 "It &a gon ronm to"a It pas "nI WOK" 11nOUitme as ansYnov. * Pii ýntOUPItW".S"q4O)Il435

Figure 10-7. Sample vacancy requisition, remote location in a
different state.
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DOD 1400.20-1-M

(Chap 10, Para B4h(4)) 
i

(4) EXAMPLE: Vacancy located at remote site within the
state, not assigned a DoD activity code, not within-the commuting area
of a-coded DoD activity and the skill is shown on the' servicing
activity Stopper List. This requisition is being submitted bEy Langley
Air Force Base, VA, Activity Code 278A, Control Number 4, for Sales
Store Manager, GS-1144-05, one vacancy, located at Cape Charles, VA,
which is not located at or within the commuting area of a coded DOD
activity.

DOD PROGRAM FOR STABILITY Of CIVILIAN EMPLOYMENT
VACANCY REOUISITION

C.OMPLETE IN ACCORDANCE WITH PART 11, CHAPTER 4. DoOM 14000.1l

DOCUMENT IDENTIFIER ...... [.......... .i.... ... L - I
CONTROL NUMBER (do not doplcteas on any oihee Vacericy Requisssuoa) [ ...... [I..............i........[ 4 1 111 1 1

NUMBER OF VACANCIES ................. FiniE
PGP SERIES I

PAY GROUP. SERIES AND GRADE.. . . .. . . .. . . . G IS 11 11 1414 1 015

ODPTION CODEIS(.......... ..... ....................... . . .. - (11111I IiiJIIIn
000 COOED AC TIVITY (Priority Placement Program Only) easer the code of the activity at which the remote vacancy is loemned ......... ]
STATE (Priority Placement PtOgruM Only) enter State code tit he location of bhe vacancy is act anasgned "a activity code ......... ... ...... ....................

COMPLETE THE FOLLOWING ITEMS FOR OVERSEAS EMPLOYMKNT PROGRAM REUISITIONdS ONLY:

REFERRAL CODE....... ....... . .. ........ ... .. . .......... I. ll
E::" :'I:: of initial referral only
Fater if . oasiaooos refetrrl as dtasred amid at least 10 resume* have bets retiemd or fot 9 daya. whichever is soallme C
Enter M to criaccl referral code 1 0N A

CTray P DOFF ANNUAL SALARY.

Eager Cosatry Codle. Conmpoast.s Salary Differential and Annual Salary , . -.... . - I.. I I I I I I I I I I II

00rai 1#1 AIIPIACIS M0 POns t10 It $AN M5 AND 50 FcaM "u it P90 ma. 11sgs snOu0, 89 0E5T8Ov90. UA u@avarnrwemiomnoppm"tW,-n9-(o3Is4sS

Figure 10-8. Sample vacancy requisition, remote location in the
same state.
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DOD 1400.20-1-4

(Chap 10, Para B4h(6))

(6) EXAMPLE: Vacancy at location not assigned an
activity code but physically located at a DoD activity which is
assigned an activity code. A requisition is being submitted by the
2750th Air Base Wing, 4PAFB, Ohio, Activity Code 549A, Control Number
117, for a Quality Assurance vacancy, GS-1910, grade 09, Aerospace
option; (option code AEC), one vacancy which is located at Tyndall Air
Force Base, Florida, Activity Code 366A.

DoD PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

COMPLETE IN ACCOKDANCE WITH PART 11, CHAPTER 4, DoOM 1400.20-1

OOCumENT IDENTIFIER . ....... LE IZ
CON4TROL NutmeEpt (do not duplicate on any otber V.acancy Requisonton) 111 7 1 1 1 7

REQUJISITIONING ACTIVITY CODE .. ........ .

NUMIIIER OF VACANSCIES 10111

POP SERIES OR

PAY GROUP. SERIES ANOGRADE IGIS 11 19 1101 091

OPTION COOEIS) .... I AIE IC I IT ]I
000 COOED ACTIVITY (Prortilly PlaCtOCas ProXrMM Only) enter the code of the activity a' which 'be resioie vacancy is located [

STATE (Priority Placement Prolgram Only) enter state cok it she locactsa oo .1rh vacancy is Ial massaged anaecutiviy code -......... ... .. 1111.....................
COMPLETE, THE FOLLOWING ITEMS FOR OVERSEAS EMPLOYMENT PROGRAM REQUISITIONS ONLY

REFERRAL CODE . . .. . . .. . ......

Etr ::: :: 1 tat:ti al referral only
Sate " i contiewucvs relerral is ds..ircd until at least 10 ressumea hae been referred or lot 90 days, vbichevcr Is enpgine C
Eager "Il g'o manccel referral cegde 1 0

III SAL
CTNY P 01FF ANNUAL SALARY.

Eater Country Cade, Consponitt, Salary Differential and Annual Salary I I. IIE

DO 3 Fogs III 111IIAC91 00 PO OWeIt, JAMN" an oo. 0ow taut, 6 e sat VanmIHCm, SmtOU4.o eq OCSTaova.. U~tovoa wpwininhvsIo~tm-s59-I@3It4)S
I JUL 71

Figure 10-10. Sample vacancy requisition, remote location at an
activity assigned an activity code.
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DOD 1400.20-1-M

(Chap 10, Para B0h(7))

(7) EXAMPLE: Vacancy at an overseas activity serviced
by CONUS activity. A requisition is being submitted by Naval A--ir
Station, Patuxent River, Maryland, Activity Code 245A, control number
608, for an Equipment Specialist, (35-1670, grade 09, one vacancy,?
which is located at EUJSA Special Troops Command (EAST), Seoul, Korea,
Activity 968A.

DoD PR0qRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

LOMPLLTE. IN ACCORDANCE W11Th PART 11, CHAPTER 4, DoD 1400.20-1:

DOCUMENT IDENTIFIER.. . . . 11111e
CONTROL NUMBER (do nor duplicate on any other Vacancy Requisigion) 60 8 IliiIiIl111
REQUISITIONING ACTIVITY CODE - 2F4 5TA

NUMBER OF VACANCIES . EI1I-I
POP SERIES OIR

PAY GROUP. SERIES ANO GRADE . .GIS 11617 101 10191

OPTION CODEIS) I. I.. I. .. IiIiiIiili I I I
000 CODED ACTIVITY (Priority PlaCCEmear Pro511a Only) enter the code of the activity at which the resoft vacancy is located - -ii~J.i

STATE (priority Placement P0ogramt Only) cnrer stage code if the location of the vacancy is not anarited so activity code........ .................. ........... -......... . li i
COMPLETE ThE FOLLOWING ITEMS Wit OVERSEAS EMPLOYMENT PROGRAM REQUISITIONS ONLY

REFERRAL CODE. . . .Li

Ezort "1: :f inital referral Only
Fne cc rI continuous referral is dt sired Until as leasg 10 resumes have been referred Of fot 90 days, whichever is soigier C
Eater X"to cancel referral code 1 0

M SAL
CTRY P 01FF ANNUAL SALARY.

fare, Country Code. Componeat, Salary Dafferesraal1 aisd Aonaru Salary .. I.I i-T III1[

ID OR 1418 i RS aPLACES 00 lOam 160a (1 JAN "I1 AN00 000 POE 164 If PC@ "I1 WHICH SHIOULD 09 osaTaOV90. VA UAGCod~fminMPPME7US0~ -SS9-1011143S
I JUL. 71

Figure 10-11. Sample vacancy requisition for an overseas activity
serviced by a CONUS activity.
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DoD 1400.20-1-M

(Chap 10, Para B5)

5. Vacancy Requisitioning Products

a. Priority Placement Referral Resumes. Priority Placement
Referral Resumes will be issued when there are registrants available
who match a requisition. Upon receipt, receiving installations will
review the Priority Placement Referral Resumes and make a decision as
to whom an offer will be made on the basis of data reflected on the
resume. See Chapter 5 for procedures for making offers.

b. Vacancy Requisitions - Unmatched - Errors -
Cancellations Listing. Although a specific skill is listed on the
Stopper List, the available registrants in the PPP may be deleted from
the Program before a requisition for the skill is processed. The
submitting activity will then receive a "Vacancy Requisitions -
Unmatched - Errors - Cancellations Listing." This Listing indicates
to the activity that there are no registrants in the Program for the
skill for which the requisition was submitted.

C. OVERSEAS EMPLOYMENT PROGRAM (OEP)

1. General

a. Requisitions for the OEP will be submitted only by those
activities serving as recruiting offices for overseas locations. DD
Form 1818, Vacancy Requisition, will be used to request referral of
applicants available for specific positions - i. e. Pay Group, Series,
Grade, Option(s) - if any, and Country Location.

b. In addition to requisitioning for skills that appear on
the current DoD OEP Acceptance List, Overseas Recruiting Offices may
requisition for other skills. When telephoning such requests to DDSC,
the caller must indicate:

(1) That the skill is not on the current Acceptance
List and is to be entered on the Positive Recruiting List (PRL).

(2) Whether the skill is to be added to the current
Acceptance List because a continuing need exists. DDSC will enter a
plus sign (+) with the skill on the PRL. Skills identified in this
manner will be added by DoD activities to their copies of the current
Acceptance List upon receipt of the PRL.

c. Referral Code 2 or 4 will always be used with
requisitions for skills not appearing on the current Acceptance
List. These skills will be entered on the PRL and will remain on the
PRL until they are canceled by the Overseas Recruiting Office, 90 days
have elapsed, or 10 registrants are referred, whichever occurs
first. Skills not appearing on the current Acceptance List or
identified by a plus sign adding them to the current Acceptance List
will be identified by DDSC on the PRL with an asterisk (*).
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DoD 1400.20-1-M

(Chap 10, Para C2)

2. Coding Instructions for OEP Vacancy Requisitions

a. Vacancy Requisitions must be coded in accordance with
the following instructions and the data submitted to DDSC by telephone
or, when telephone is not practical, via electrical message or air
mail.

(1) Control Number - Enter not more than seven numeric
or alpha characters assigned to the requisition by the submitting
office for identification purposes. There must be one character
entered in at least one of the seven spaces. NOTE: A control number
must never be duplicated on vacancy requisitions since this number is
used for computer control purposes.

(2) Requisition Activity Code - Enter the four-
character activity code assigned to the Overseas Recruiting Office
which is submitting the vacancy requisition. Assigned activity codes
are contained in DoD 1400.20-2-M and must always end in alpha "A".

(3) Number of Vacancies: - Enter the number of
vacancies that exist at the overseas location for the skill for which
the vacancy requisition is being submitted. Enter 01 through 99 as
appropriate.

(4) Pay Group, Series, and Grade - Enter the Pay Group,
Series, and Grade of the vacancy.

(a) Pay Group - Enter GS for Class Act (GM will
never be shown here); WG for Wage Grade nonsupervisory; WL for Wage
Grade Leader; WS for Wage Grade Supervisor; or any valid FWS pay
group, as appropriate.

(b) Series - Enter the appropriate series in
accordance with OPM occupational groups and series designations.

(c) Grade - Enter appropriate grade level of
vacancy using Grades 01 through 15 for Class Act or the appropriate
grade level for the FWS pay category.

(5) Option Codes - Enter the appropriate option code(s)
- if any. Only those option codes listed under the series shown on
the OEP Acceptance List may be used.

(6) DoD Coded Activity - Leave blank for OEP.

(7) State - Leave blank for OEP.

(8) Referral Code - Enter the appropriate code which
describes the type of referral action the submitting activity wapts
taken on the requisition. (For positions not appearing on the current
OEP Acceptance List, referral code 2 or 4 will be used.)
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DoD 1400.20-l-M

(Chap 10, Para C2a(8) (a))

(a) Referral Codes I and 2 - Referral codes 1 and
2 are to be used when the Overseas Recruiting Office wants referral of
all matching registrants regardless of component.

1 Code 1 - One Time Only Referral of All
Matching Registrants - Code 1 will be entered when a one time only
referral is desired of all registrants, regardless of component, whose
skill (Pay Group, Series, Grade, Option(s) - if any) and Country match
the requisition. Referral Resumes of all matching registrants will be
mailed to the Overseas Recruiting Office. If no matching registrants
are available, an Unmatched Vacancy Requisition Listing will be
forwarded to the Overseas Recruiting Office. In either case, no
further action will be taken on the requisition by DDSC. Code 1
requisitions will never appear on the PRL.

2 Code 2 - Continued Referral of All Matching
Registrants - Code 2 will be entered when continued referral is
desired of all registrants, regardless of component, whose skill (Pay
Group, Series, Grade, Option(s) - if any,) and Country match the
requisition. Referral Resumes of all matching registrants will be
mailed to the Overseas Recruiting Office. If 10 or more registrants
are referred upon initial processing, the requisition will be
considered complete. The resumes and a Vacancy Requisition
Cancellation Listing will be forwarded to the Overseas Recruiting
office, and no further action will be taken by DDSC. If less than 10
registrants are referred upon initial processing, the position will be
entered on the PRL (with a pound sign-#) and continued referral will
be made of matching registrants until the total cumulative number of
referrals equals 10, 90 days have elapsed, or the requisition is
canceled by the Overseas Recruiting Office, whic-hever occurs first.

(b) Referral Codes 3 and 4 - Referral codes 3 and
4 are to be used when the Overseas Recruiting Office wishes to limit
the referral of registrants to those from its own component.

1 Code 3 - Onp Time Only Referral of Matching
Component Registrants - Code 3 will oe entered when a one time only
referral is desired of registrants from the same component as the
Overseas Recruiting Office whose skill (Pay Group, Series, Grade,
Option(s) - if any) and Country match the requisition. Referral
Resumes of all matching component registrants will be mailed to the
Overseas Recruiting Office. If no matching component registrants are
available, an Unmatched Vacancy Requisition Listing will be forwarded
to the Overseas Recruiting Office. In either case, no further action
will be taken on the requisition by DDSC. Code 3 requisitions will
never cause the positions to be entered on the PRL.

2 Code 4 - Continued Referral of Matching
Component Registrants - Code 4 will be entered when continued referral
is desired of registrants from the same component as the Overseas
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DoD 1400.20-1-M

(Chap 10, Para C2a(8)(b)2, cont'd)

Recruiting Office whose skill (Pay Group, Series, Grade, Option(s) -
if any,) and Country match the requisition. Referral Resumes of
matching component registrants will be mailed to the Overseas
Recruiting Office. If 10 or more registrants are referred upon
initial processing, the requisition will be considered complete, and
the resumes and a Vacancy Requisition Cancellation Listing will be
forwarded to the Overseas Recruiting Office. No further action will
be taken by DDSC. If less than 10 registrants are referred upon
initial processing, the position will be entered on the PRL (without a
pound sign-#) and continued referral will be made of matching
component registrants until the total cumulative number of referrals
equals 10, 90 days have elapsed, or the requisition is canceled by the
Overseas Recruiting Office, whiche-ver occurs first.

(c) Code X - Cancellation of Vacancy Requisitions
- Code X will be used for the cancellation of active Code 2 or 4
requisitions. Cancellation of Code 1 and 3 requisitions is not
necessary. Vacancy Requisitions submitted with Referral Codes 2 or 4
are to receive continual review by the Overseas Recruiting Office to
determine whether a cancellation action is required. A cancellation
will be submitted as soon as referral of resumes is no longer
required. All data coded initially on the Code 2 or 4 requisition
must be coded on the canceling requisition exactly the same in order
to identify the requisition to be canceled. The ONLY difference in
the coding would be that Code X is entered in Referral Code where the
2 or 4 was entered on the original requisition. The submission of a
Code X against an active Code 2 or 4 requisition will result in a
vacancy Requisition Cancellation Listing, which will be forwarded to
the Overseas Recruiting Office.

(9) Country - Enter the two character country code in
which the vacancy is actually located. See Appendix C for country
codes.

(10) Component - Enter the component code (A for Army,
N for Navy, F for Air Force, or 0 for Other) of the component having
jurisdiction over the overseas activity where the vacancy is located.

(11) Salary Differential - Enter the percentage of
annual salary differential granted for the area in which the
vacancy(s) is located. Leave these spaces blank if the salary
differential is not authorized.

(12) Annual Salary - Enter the annual salary for the
first step of the grade of the vacancy except when a higher step is
authorized. Do not include salary differential. Salary for Class Act
positions should reflect the annual salary authorized by
legislation. Salary for Wage Grade position vacancies must be
computed to an annual salary. If the annual salary is less than
$10,000, the salary should be preceded by a zero - 07596 - for
example.
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DOD 1400.20-1-M

(Chap 10, Para C2a(13))

(13) EXAMPLES

(a) The Air Force Overseas Recruiting Office at
Clark AFB, RP, (Activity 084A) is recruiting for a GS-12 Contract
Administrator position located in the Philippines. (GS-1102-12 with
the COLJ, Contract Administratioa Option.) The annual base salary is
$30,402, and there is a 15% salary differential. Air Force wiill not
consider registrants from other components and needs at least 10
referrals. The control number is PH75lIA.

DOD PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

COUPLE TE IN ACCORDANCE WITH PART 11, CHIAPTER 4. DoOM 1400.20-1:

DOCUMENT IDENTIFIER ]DE~~i

CONTOL "s~tist da not duplicate on any othet Vacancy Requ i IIcato) P1411. F
REQUISITIONING ACTIVITY CODE . . . ... . .... i 01 8 I14 A
Nt.ImD90 OF ..CNC.S. .. FT11

PGP SERIES ORa

PAY GROUP. SERIES ANO0GRADE... ..... ..... .... .. . .. . GIS 11 110121 1 12]

OPTION CODEIS).......................... ... ........................... .......... 0iI 11, 1 [II1
000 COOED ACTIVITY (PrioritY Placement Program Onily) enter the code of the activity at which the remoter vacancy as located................Iiii-iL iII
STATE (Priority Placement Program Only) enter state code if the location of the vacancy is Got assigned an activity code ........................... ..... .................

COMPLETE THE FOLLOWING ITEMS FOR OVERSEAS EMPLOYMENT PROGRAM REIJUISI11ONS ONLY:

REFERRAL CODE...................... ~i
Ernie. I: ': jannual ritefreal only
Fnuee ':' ii to continuu referral is dtrsited until at lease 10 resumes have been vrefertrid or for 90 days, whiceveer tsasmpect C
Enter -X" to cancel ceferrail code I0M A

CTRt' P 01FF ANNUAL SALARY.

E~ater Counictry Code. Componant, Salary Dt4lferestiaal and Annual Salary [RIP IF 1115]310 14 10 2

roo %I ROPIACE na 00a FOR IomNS it JanI an1 AMU no eon411 16ta 41 F911 $at gtCn Sui.tOU09 0SE ounsor. *UAGORumsucaminuisma". :"-99-ios/145
4 JUL 7t

Figure 10-12. Sample vacancy requisition, Overseas Employment
Program, component only, continued referrals.
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DOD 1400.20-1-M

(Chap 10, Para C2a(13)(b))

(b) Requisitioning Activity 076A, Capitol Area
Personnel Services Office, Department of Navy, Washington, D. C., is
recruiting for a position located in Bermuda classified in the GS-081
Fire Protection and Prevention Series (Airfield) at the GS-06 level.
The annual base salary is $15,423, and there is no salary
differential. A one time only referral of all registrants, regardless
of component, is desired. The control number is 75214.

DOD PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

LOWPLETE IN ACCORD4ANCE WITHO PART 1I, CHAPTER 4, DoIDI t,60.20-1:

DOCUMENT IDENTIFIER .. . . . ... .......... ... . ......

CONTROL NUMBER (do *at duplicate on any other Vacancy Requisition) 1751 [~I 1i~~1.4 [II1
REOUISITIONING ACTIVITY CODE .... .... ... .. FfjfF FAI~J
NUMBER OF VACANCIES ... IZ

10 ~PGP SERIES G

PAY GROUP, SERIES AND GRADE GISO18 Il 1 0161

OPTION COOEISI ...... iAIIGi~~I IIIII
000 COOED ACTIVITY (Priortuy Placement Pro#rMS Only) enter the code of the activity at which tbe remote vacancy is located............[iii~ I
STATE (Priority Placement Progran Only) enter state code of che location of the vacancy is not assisned an, act~iviy code .....................-......... 11111..............

COMPLETE THE FOLLOWING ITEMS-FOR OVERSEAS EMPLOYMENT PROGRAM REQUISITI1ONS ONLY:

REFERRAL CODE .. .. ...... FiI
Enter "I" di itsia refetral only
Enter "i" if continuoum re"ferra Iai dcrured until ai least I0 resumes bave been referred or for 90 days. whichever is sopter C
Ln er "X" in casel reI a cod Z 0. SAL

CTRY P 01FF ANNUAL SALARY.

Enter Country Code, Camp-ont. Salary Differential mud Annual Salary JB D NJ 010 11 5141213

DO PFOEM Ill$ napLAC960 OMIMn1JN" * 00 FORM 96"ijm 5 0 0 ~MN It ear0 sa1 1114c" SHOULDo aml omST110Eo. UAOCVdaAfPPeMnttSUPIE:WS".1051143S
I JUL 71

Figure 10-13. Sample vacancy requisition, Overseas Employment
Program, one time referral of all eligible
registrants
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DoD 1400.20-1-M

(Chap 10, Para C 2a (13) (c))

(c) Following is a cancellation of the requisi-

tion listed as EXAMPLE (13a), Figure 10-12.

000 PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT
VACANCY REOUISITION

LOUPLETE, IN ACCORDANCE WITH PART 11, CHIAPTER 4. DoOM 14M0.20-1:

CONTROL NUMBER (do not du.plicate on any ocher Vacancy Requisition) .[... .IPIH171511iI M1 ii
REOIJISITIONING ACTIVITY CODE - 1. 1 8E14i1I

NUMBER OF VACANCIES F07-11
POP SERIES GR

PAY GROUP. SERIES AND GRADE - GS 11110 2 1112

OPTItONCOOK 51.I - .-.. ' ~I C10I~L ILLI
000 COOED ACTIVITY (Priority Placement ProraCIM Only) entr. tke code of the activity ar which tke freowte vacancy is loceged ..... II 1iiEIIiI
STATE (Priority Placement Program Only) enter srage code if the location of the. vacancy is mort assigned an activity code ................. ... ....................

COMPLETJE THE FOLL.OOING, ITEMS FOR OVERSEAS EMPLOYME.NT PROGRAM REQUJISITION4S ONLY

REFERRAL COOE . ...

Ent". 'A" of initial referral only
En... v it continuous referral Is desired until at Jeass 10 returne.gkhav beep referewd or for 90 days, whickever is soggier C
E uer X' o cancel referral code 2 0.i SAL

CYRY P 01FF ANNUAL SALARY.

Faser Coumntry Code, Componlent, Salary Differential Anid Aannual Salary R I P I F 11 151 3 10 141 0 2

DO FOR 5131 maCLACES 00 FOaM .110" IfAN 440 AND 00 FOaM 16" 10 FEB "I VNIC"SWL SRi09 IN KSTROVIEO.. UJ.WOWAPOSUaMR11*PI.II-S"4IOS/143S

Figure 10-14. Sample vacancy requisition, Overseas Employment
Program, cancellation.
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3. Vacancy Requisitioning Products

a. Overseas Recruiting Offices will receive either OEP
Referral Resumes or an Unmatched Vacancy Requisition Listing in
response to a Vacancy Requisition.

b. A list of OEP Referral Resumes will be forwarded when
there are registrants in the Program who match the vacancy. If the
requisition is a Code 1 or 3 only one listing will be forwarded. Code
2 and 4 requisitions will result in a list of OEP Referral Resumes
being forwarded whenever new registrants match the vacancy until the
Code 2 or 4 requisition is canceled by referral of 10 or more
registrants, by activity initiated Cancellation, or at the end of 90
days, whichever occurs first.

c. An Unmatched Vacancy Requisition Listing will be
forwarded when there are no registrants in the Program who match the
vacancy. For Code 1 and 3 requisitions, no further action will be
taken by DDSC. Code 2 and 4 requisitions will be placed on the PRL if
they are unmatched or less than 10 registrants are referred.

d. When a requisition is canceled by the Overseas
Recruiting Office by submission of a Code X requisition or automatic
termination after 10 referrals or at the end of a 90 day recruiting
period, the Overseas Recruiting Office will receive a Vacancy
Requisition Cancellation Listing reflecting cancellation of any
further action by DDSC on the affected requisition.

e. All these listings should be reviewed to determine

whether any corrective action must be taken.

D. USE OF TELEPHONE FOR SUBMITTING VACANCY REQUISITIONS

1. DD Form 1818, Vacancy Requisition, data is to be submitted by
BBS, if connected. If not, data should be submitted to DDSC via
telephone or AUTODIN. Mail should only be used when such data cannot
be submitted by other means.

2. CPOs submitting vacancy requisition data by telephone are to
use the following numbers:

COMMERCIAL: Area Code 513, 296-5873 and 296-6871
AUTOVON: 986-5P73 and 986-6871

Before calling DDSC, a DD Form 1818 should be prepared in advance in
order that requisition data can be read into the telephone in element
order and without hesitation. When making a telephone call to DDSC, a
recorded message will advise users to state the number of requisitions
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or registering activity report actions that they are submitting, their
name, and then give the appropriate data. When submitting
requisitions, requisition data is to be read in order and identified;
i.e., Control Number , Requisitioning Activity Code _
Number of Vacancies , etc. Data given by the
caller will then be transcribed from the recorder by DDSC personnel
and submitted for computer processing. It is very important that
callers speak slowly and directly into the telephone, enunciating each
alpha and numeric character distinctly so that DDSC personnel may
understand clearly the data intended for each vacancy requisition.
Always give a word to further explain an alpha. (For example, control
number BN 123 should be given as "B" as bravo, "N" as in Nancy 123.)
The recording device does not acknowledge receipt of requisition
data. Acknowledgment of requisitions will be in the form of Referral
Resumes or an Unmatched Vacancy List forwarded by DDSC to the
req, "sitioning activity.

3. Vacancy requisitions received at DDSC prior to 1600 hours by
S BBS and 1200 hours by telephone (Dayton, Ohio, time) will normally be

processed the same day they are received. Requisitions received after
these times on Friday will be processed the following Monday. It is
recommended that DD Form 1818 be completed for requisitions
transmitted by BBS or electric secretary to DDSC and that they be
annotated with the date and time of transmission and used as the
requisitioning activity office record of submission.
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CHAPTER 11

REPORT ACTIONS

A. RESUME FORMS

Each Resume Audit issued by DDSC is printed on DD Form 1820 which
consists of detachable Parts A and B. This is also true of some
Referral Resumes; however, those activities using AUTODIN (see Chapter
12) or BBS receive their referrals by message or BBS. On the DD Form
1820, Part A contains Item 1 RESUME AUDIT identification data, Item 2
REFERRAL RESUME identification data, and REPORT ACTION CODES.
Computer data entered in Item 1 of Part A indicates that Part B is a
Resume Audit issued to a registering/releasing activity as the result
of a registration or file maintenance form submitted to DDSC.
Computer data entered in Item 2 of Part A indicates that Part B is a
Referral Resume issued to a gaining activity in reply to submission of
a Vacancy Requisition, DD Form 1818. Report Action Codes are provided
in Part A for use of releasing and gaining activities in reporting
actions affecting a registrant. Actions which would result in
deletion of registrants from the Programs are to be reported by the
releasing activity to DDSC as soon as such action is identified. As a
means of assuring prompt submission of such actions by the releasing
activity, gaining activities will report results of contacts with the
releasing CPO concerning referred registrants.

B. RELEASING ACTIVITY REPORT ACTIONS - (AUTODIN Users See Chapter 12)
(Overseas Activities Also See Chapter 6)

Releasing Activity Report Actions, Item 1, Part A, DD Form 1820
provided by DDSC with each Resume Audit will be completed and sent by
BBS if connected or telephoned to DDSC when possible per instructions
in Paragraph F of this Chapter. Registering activities may use Codes
02 through 12 as appropriate to effect deletion of a registrant from
all Programs, except the Overseas Employment Program (OEP). Codes 03
and 06 through 11 will be used to remove registrants from the OEP. To
assure that required action for each registrant is properly reported
and to preclude unnecessary referral of registrants no longer
available for placement, the following instructions must be adhered to
in submitting Report Actions.

1. Code 02 - Declination of Offer

a. Code 02 will be entered in spaces provided when a
registrant declines a valid offer. In addition to action Code 02, the
pay group, series grade, gaining activity and commuting area data
will be coded.
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(1) Declination of Valid Offer from DOD Activity:

(a) Pay Group - Enter appropriate pay group. Use GS
in lieu of GM.

(b) Series - Enter the series of the position
declined.

(c) Grade - Enter the two-digit grade of the
position declined. Grades of less than 10 will be preceded with a
zero; i.e., 04 for Grade 4.

(d) Gaining Activity - Enter the code of the
servicing civilian personnel office, even though the location of the
vacancy may be at a remote site, to reflect the office which should
receive credit for making the position offer. (Must be an "A" coded
activity.)

(e) Commuting Area - Enter Y for Yes or N for No to
indicate whether the position declined was or was not within the

* commuting area of the registering activity. Military Spouses even if

registered by an overseas activity, must show "Y" in the commuting
area.

EXAMPLE: Registrant from Activity 555A declined offer of
placement at Activity 541A as Safety Officer, G'-018-09, located
outside commuting area of 555A:

GAINING
ACTIVITY/

REG ACT ACTION PAY GROUP SERIES GRADE COUNTRY COMMUTING AREA
F[012 01!18 1 7[ 1f18 [W

Figure 11-1. Sample report action, declination of position in DoD
outside the commuting area.

(2) Declination of Valid Offer from Non-DoD Federal
Agency. Code the same as for declination of valid offer from DoD
Activity except:

(a) Pay Group - If pay group contains more than two
letters, enter the first two.

(b) Gaining Activity - Enter the two-letter code
from Appendix C for the non-DoD Federal Agency where the position was
located.*
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EXAMPLE: Registrant from Activity 549A declines offer of
placement at Department of Agriculture for GS-301-04, Clerk, within
the commuting area:

GAINING
ACTIVITY/

MEG ACT ACTION PAY GROUP SERIES GRADE COUNTRY COMMUTING AREAI" M Ol21 T3 lO11 EI I[-0--9 AII- I

Figure 11-2. Sample report action, declination of position in non-

DoD agency, within the commuting area.

2. Code 03 - Placement - DoD Activity

a. All Programs Except OEP - Action Code 03 will be used to
reflect placement, which includes placement by reassignments,
transfer, and reinstatement within DoD. Pay group, series, grade,
gaining activity and commuting area will be coded in the same manner
as in paragraph Bla(l) for Action Code 02, Declination of Offer.

NOTE: When a report action "03" is processed by the servicing
activity any referral resumes (P8J's) from the same activity will be
cleared automatically by DDSC. (In this case, report action "14" not
required).

EXAMPLE: Overseas returnee registrant has accepted an offer
of placement at Activity 555A as Fire Chief, GS-081-11:

GAINING
ACTIVITY/

REG ACT ACTION PAY GROUP SERIES GRADE COUNTRY COMMUTING AREA

F[O] EII"0 108 111 1[_ ] T 55 A

Figure 11-3. Sample report action, placement in DoD, overseas
returnee.

b. Overseas Employment Program - Action Code 03 is used in
the OEP to report placement of an OEP registrant at a DoD activity
overseas. When a DoD OEP registrant is placed overseas with another
Federal Agency, use Action Code 03 to remove the registrant from the
program and receive credit for the placement.

(1) Pay group, series and grade are to be completed in
the same manner outlined in paragraph Bla(l) above.

(2) In the first two gaining activity/country spaces,
enter the two-letter country code of the country where the position is
located. Refer to Appendix C for country codes.

(3) Leave commuting area blank.
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EXAMPLE: OEP Registrant has accepted an offer of General
Engineer, GS-801-12 at RAF, Bentwaters, England:

GAINING
ACTIVITY/

REG ACT ACTION PAY GROUP SERIES GRADE COUNTRY COMMUTING AREA

F UM 3IIGIs"l IIsEIo11E"- Wfl L-I 1 011-

Figure 11-4. Sample report action, placement in DoD, Overseas
Employment Program.

3. Code 04 - Placement - Other Federal Agency - Action Code 04
will be used to reflect a placement of a DoD registrant with another
Federal Agency outside the Department of Defense. Information should
be coded the same as for declination of a valid offer at another
Federal Agency (Report Action 02). (Code 04 is not applicable to the
Overseas Employment Program.)

EXAMPLE: Registrant from Activity 344A has accepted a
position of Clerk Typist, GS-322-04, with the Veterans Administration
in Cherry Point, NC.

GAINING
ACTIVITY/

REG ACT ACTION PAY GROUP SERIES GRADE COUNTRY COMMUTING AREA

Figure 11-5. Sample report action, placement in non-DoD agency,
within commuting area.

4. Placement - Private Industry - Action Code 05 will only be
used to report placement of a registrant in private industry when the
registrant is no longer available for a position in the Federal
service. Do not use this code if the registrant desires and is
entitled to continued referral after being placed in private
industry. This code will not be used in the OEP. Pay group, series,
grade, and gaining activity are not applicable. Code Y for Yes in
spaces provided for commuting area if the position accepted is within
the commuting area of the registering activity; if not, code N for No.

EXAMPLE: Registrant has accepted a position in private
industry in Denver, CO, which is outside the commuting area of the
registering activity and is no longer available for Federal
employment.

GAINING
ACTIVITY/

REG 'ACT ACTION PAY GROUP SERIES GRADE COUNTRY COMMUTING AREAoIs I-- I I IIi I[ZI 1 EIZZI

Figure 11-6. Sample report action, placement in private industry,
outside commuting area.

11-4



DoD 1400.20-1-M

(Chap 11, Para B5)

5. Retired - Action Code 06 will be used to reflect Optional,
Discontinued Service, or Disability Retirement of a registrant. (Do
not use Code 06 for Discontinued Service Retirements when the
registrant desires continued placement consideration.) Enter Code 06
only - no other information required.

6. Resigned - Action Code 07 will be used only when a registrant
resigns and does not desire any further placement assistance. Do not
use Code 07 when the registrant is entitled to and desires continued
placement assistance.

7. Deceased - Action Code 08 will be used to reflect the death of
a registrant. Enter Code 08 only.

8. Removal for Cause - Action Code 09 will be used to reflect
that a registrant is being removed for cause. Enter Code 09 only. Do
not use this code to delete registrant for any other reason.

9. Removal - Registrant Request - Action Code 10 will be used to
remove a voluntary registrant from the program at the registrant's
request. Enter Code 10 only.

10. Removal - CPO Request - Action Code 11 will be used to remove
a registrant from the program when the CPO determines that a
registrant is no longer available for placement and none of the other
report action codes apply. It will also be used to cancel an
erroneous registration, i.e., due to an incorrect Social Security
Number. Code 11 will be submitted when an OEP registrant moves to
another activity.

11. RIF Canceled - Action Code 12 will be used to reflect that a
registrant is no longer affected by RIF. Enter Code 12 only. Action
Code 12 does not apply to the OEP. If the RIF is canceled as the
result of the CPO finding another job for the registrant, the 03
Placement Code is appropriate to credit the placement to the activity.

Report actions 06, 07, 08, 09, 10, 11, and 12 should show report
action only with no additional input required.

12. Action Code 13 - Extend Registration One Year (no longer
applicable) (See Chapter 7, para F8, for proper procedure when
extending an OEP registration).

C. USE OF TELEPHONE FOR SUBMITTING REGISTERING ACTIVITY REPORT ACTION

1. DD Forms 1820, Part A, Item 1, report action data (from
registering activities only) are to be submitted via telephone to DDSC
by DoD civilian personnel offices within the United States and Puerto
Rico, when practical. When use of the telephone is not practical,
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especially for CPOs overseas, transmission of report actions will be
made by the next expeditious means - electrical message or air mail.
The DDSC message address is:

DDSC DAYTON OH

2. CPOs submitting registering activity report actions by
telephone are to use the following telephone numbers:

Commercial: Area Code 513, 296-5873 and 296-6871
AUTOVON: 986-5873 and 986-6871

a. Before calling DDSC, the DD Form 1820 (Resume Audit) Part
A, Item 1, will be prepared in advance in order that the report action
data can be read into the telephone in proper order and without
hesitation. When making a telephone call to DDSC, a recorded message
will advise users to state the number of requisitions or registering
activity report actions that they are submitting, their name, and then
give the appropriate data. When submitting registering activity
report actions, data must be read in order and identified; i.e.,
Program Code, Social Security Number, Registering Activity Code,
Report Action Code, and, on Report Action Codes 02, 03, 04, the Pay
Group, Series, Grade, Gaining Activity or Gaining Country, and
Commuting Area, and finally the Name of the registrant. For Report
Action Code 05 the Program Code, Social Security Number, Registering
Activity Code, Report Action Code, Commuting Area and the registrant's
name is to be given. It is important that callers speak slowly and
directly into the telephone, enunciating each alpha and numeric
character distinctly so that DDSC personnel may understand clearly the
data intended for each report action.

b. The recording device does not acknowledge receipt of
report action data. Acknowledgment of deletion Report Actions will be
in the form of a Resume Listing forwarded by DDSC to the registering
activity. The completed DD Form 1820, Part A, Item 1, for each report
action is to be retained, the data checked against the Resume Release
Listing and then the form filed with other documentation.

3. Registering activity report actions submitted to DDSC prior to
1200 hours, Dayton, Ohio, time will be processed the same day they are
received. Report actions received after 1200 hours on Friday will be
processed the following Monday. Registering activity report actions
should not be submitted via mail unless efforts to submit report
actionsT5--telephone, BBS, or electrical message are unsuccessful.
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D. NOTICE OF OVERDUE REGISTRANT REPORT ACTION - RELEASING ACTIVITIES

1. When Part A, Referral Resume Report Actions are returned by
the gaining activity to DDSC with proper action, the Resumes will be
cleared as far as the gaining activity is concerned. Report Action
Codes 14, 15, 21, 23, 24 and 25 (reflected in paragraph E of this
Chapter) entered in Part A, Item 2, of Referral Resumes returned by
gaining activities will indicate that the registering activity should
submit a Report Action to DDSC to show a placement, declination, or
some type of deletion action, as outlined in paragraph B. If the
proper deletion action has been submitted by the registering CPO, no
further action will be necessary. If the registering civilian
personnel office has not submitted the necessary Report Action within
three days after receipt of the gaining activity information by DDSC,
a Notice of Overdue Registrant Report Action will be generated by the
computer to the registering CPO advising that they should submit
appropriate report action to delete the registrant from the Program.
If no reply to the Notice of Overdue Registrant Report Action is
received by DDSC within 14 days, a follow-up notification will be
forwarded to the appropriate Zone Coordinator by DDSC.

2. Overseas Employment Program - When Part A of the OEP Referral
Resumes are returned by Overseas Recruiting Offices with Report Action
Codes 14, 21, 24 or 26 reflected, the same procedures will be followed
to delete registrants from the OEP as is indicated in paragraph 1
above.

E. GAINING ACTIVITY REPORT ACTIONS (OEP users see Chapter 7 - AUTODIN
users see Chapter 12)

A Referral Resume is issued for each registrant who matches a
vacancy requisition. More than one resume may be issued in reply to
one vacancy requisition. Gaining Activities will complete Item 2 of
Part A, DD Form 1820, which identifies the Resume being referred
against a specific Vacancy Requisition, gives special instructions for
return of Part A, and provides spaces for the CPO to enter the
applicable report action code. Report Action Codes 14 through 27 are
listed in Part A under the heading, GAINING ACTIVITY REPORT CODES.
They will be used by gaining activities to indicate action taken on
each Referral Resume received in answer to a Vacancy Requisition.
Upon completion of action on a Referral Resume, enter the applicable
Report Action Code in the two spaces under the heading ACTION. The
authorized civilian personnel official will indicate by signature in
space provided that action reflected on Part A, Item 2, has been
accomplished in accordance with DoD policies contained in this
manual. As a means of assuring prompt submission of report action by
the releasing activity, gaining activities will report results of
contacts with the releasing CPO concerning referred registrants.
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1. Code 14 - REGISTRANT PLACED AT THIS ACTIVITY

Report Action Code 14 is used when the
registrant accepts the position for which
referred by the Referral Resume. Do not use
Code 14 for acceptance in the commuting area of
a temporary position of less than one year or
part-time position Code 26 should be used for
reporting such placements. If the registering
and gaining activities are the same, code "03"
submitted by the registering activity, will
automatically clear all (P8J's) and code "14" is
not required.

2. Code 15- REGISTRANT DECLINED THIS POSITION

Report Action Code 15 is used when the
registrant declines a valid offer of a position
for which referred by the Referral Resume. Do
not use Code 15 for declination of a temporary
or term position by a registrant. Code 26
should be used for reporting such
declinations. Use Code 15 for declination of a
part time, intermittent, seasonal or on-call
continuing position of which the number of hours
of work are essentially the same as that held at
the time of registration eligibility.

3. Code 16 - VACANCY FILLED BY REASSIGNMENT

Report Action Code 16 is used when the
vacancy was filled by reassignment of an
activity or component employee when placement of
the registrant is not required by reason of
priority.

4. Code 17 - VACANCY FILLED BY PROMOTION

Report Action Code 17 is used when the
vacancy was filled by an activity employee by
repromotion or by some other promotion action
permitted as an exception to the Merit Promotion
Program, or by promotion of an activity or
component employee when placement of the
registrant is not required by reason of
priority.

5. Code 18 - VACANCY FILLED BY TRANSFER

Applicable only when responding to a
Military Spouse preference registrant.
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6. Code 19 - VACANCY FILLED BY ANOTHER REGISTRANT

Report Action Code 19 is used when the
vacancy is filled by another registrant with the
same or higher priority and an offer was not
made to registrant.

7. Code 20 - VACANCY FILLED FROM DEP/RPL

Report Action Code 20 is used when the
vacancy was filled from the DEP or RPL when
placement rights precede those of the registrant
in accordance with Chapter 5, paragraph BI.

8. Code 21 - REGISTRANT ALREADY PLACED PER CPO

Report Action Code 21 is used when the
releasing CPO has indicated that the registrant
has already been placed.

9. Code 22 - REGISTRANT NOT QUALIFIED PER RELEASING CPO

Report Action Code 22 is used when the
registrant is found not to meet the
qualification requirements for the position by
mutual decision between the releasing and
gaining activities, or by decision of the
Region, Zone or Component Coordinator.

10. Code 23 - REGISTRANT NOT AVAILABLE - RIF CANCELED

Report Action Code 23 is used when the
releasing CPO advises that the RIF Notice of the
registrant has been canceled.

11. Code 24 - PREVIOUSLY REPORTED PLACED AT THIS ACTIVITY

Report Action 24 is used when the
registrant has already been placed by the
gaining activity regardless of the position in
which placed.

12. Code 25 - PREVIOUSLY DECLINED SAME POSITION

Report Action Code 25 is used when the
referred registrant has previously declined the
same position.
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13. Code 26 - USE OF RESUME NOT REQUIRED

EXPLAIN

Report Action Code 26 is used when none of
the other Gaining Activity Report Action Codes
apply. Some examples follow: the employee has
either retired, resigned, is deceased, accepts/
declines temporary offer, has declined another
offer, or has been removed, whether for cause,
or at the registrant's or CPO's request.

Anytime Report Action Code 26 is ,ised, a
full explanation as to why use of the resume is
not required is to be given in the space
provided.

14. Code 27 - POSITION CANCELED

EXPLAIN

Report Action Coded 27 is used when the
position for which the Referral Resume was
requested was canceled. Any time Report Action
Code 27 is used, a full explanation as to why
the position was canceled is to be given in the
space provided.

NOTE: Overseas Employment Program - Report Action Codes 14, 21, 24
and 26 above will be used by Overseas Recruiting Offices and Overseas
Activities to indicate action taken on OEP Referral Resumes, when
applicable.

F. NOTICE OF OVERDUE RESUME REPORT ACTION

Part A, DD Form 1820, must be returned, properly annotated, to
DDSC within 45 calendar days for Priority 1 and 2 and within 55
calendar days for Priority 3 from the date of issue of the resume,
with the exception of Referral Resumes for the OEP. A suspense is
maintained on each Referral Resume issued by DDSC. When an activity
has not returned Part A of a Referral Resume within the allotted time
limit, a Notice of Overdue Resume Report Action will be sent to the
activity. If Part A of the Referral Resume has not been returned
within 10 work days (Priority 1 and 2) or 20 work days (Priority 3) of
the Notice of Overdue Resume Report Action, the Zone Coordinator will
be notified and will take appropriate action. If extenuating
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circumstances prevent the return of a Referral Resume Report Action
within the allotted time, the requesting activity should notify DDSC
as soon as possible to preclude issuance of a Notice of Overdue Resume
Report Action. The following information should be provided to DDSC:

1. Requisition Activity Code
2. Control Number
3. Reason for Delay

11-11



DoD 1400.20-1-M

CHAPTER 12

AUTODIN PROCEDURES

A. PURPOSE

The Automatic Digital Network (AUTODIN) represents a difference in
the requisitioning and reporting procedures from the electronic BBS
method and the telephone/mail process. For those activities using
AUTODIN exclusively, there is no paper Stopper List and, as a
consequence, no need to continually match "open" vacancies against a
Stopper List. Activities may choose a combination of AUTODIN and a
paper Stopper List which requires matching vacancies against the list
and submitting requisitions and report actions via AUTODIN. The
procedures for using AUTODIN are described herein. Civilian personnel
officers must work closely with their servicing Communications Center
personnel in the Autodin process.

B. POLICY

All of the policies and the intent of the Priority Placement
Program are applicable under these procedures, with the following
exception:

Those Army activities that have automatically received resumes for
Reserve Technician vacancies, along with their Stopper Lists, must now
use the requisitioning procedures described herein.

C. REQUISITIONING PROCEDURES

1. It is advisable for activities to complete a Vacancy
Requisition form DD 1818 for all vacancies subject to the provisions
of the PPP. This procedure will be of assistance in preparing AUTODIN
messages and will provide a "file copy" for record keeping purposes.

a. In converting the data from the form to the TWX format,
each block on the form will represent one card column (cc) and the
entire form will represent one line on the TivX. Each line has a
maximum length of 48 characters, or card columns. However, no more
than 38 columns may be used for PPP. The first three characters will
always be "P8D" for PPP vacancy requisitions. These first three
characters are called the Document Identifier Code (DIC). The DIC is
then followed by the rest of the data from the form, i.e., requisition
control number (columns 4 through 10); activity code (columns 11
through 14); number of vacancies (columns 15 and 16); pay group,
series, and grade (columns 17 through 25); option code(s), if any
(columns 26 through 31); and referral code (column 38). Note that if
any block(s) on the form is blank, then that card column must either
be blank or "filled in" with a "Z". However, if a "Z" is used in the
control number, it will become a part of that number and must be used
whenever reference is made to that requisition.
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DoO PROGRAM FOR STABILITY OF CIVILIAN EMPLOYMENT

COMUTLET IN ACCONDANCE WITH PART 11, CHAPTER 4, DOWI 1400.20-1: VCNYROIIIN

DOCUMENT IDENTIFIER 113ME=8 1
CONTROL NUMBOER (do not duplicate on any other Vacancy Requisitiron) 141567 8910

NUMBER OF VACANCIES 1544
PGP SERIES GA

PAr GRO,,P SERIES AND GRADE 1171 t9 IZ) j2a?2312ý

OPINCODEIS' 26I933

0O0 CODED AC TIV;TY I[Prioeery Placement Program Only1 enerc the code of the activity at which the remote vacaincY is located

STATE ifPrtortty Placement Program Only) enter stare code Iis he locatiron elthe vacancys no, assi8oed ais activity code-------------------3 FF7
CLWMPI If L THL FOLLOWING ITEMS EON1 OVERSEAS EMPLOYMENT PROG'RAM REQUISIT1IONS ONLY

REFERRAL CODE B-81
Enter I ~ If nta referrel Only

f.erI"i cost inuous referral is di t4ired until at least 10 resumes have been referred or for 90 days, whichever is sopner c0Enter X" so cancerl referral code IM SAL
CTRv P 0,FF ANNUAL SALARYý

Enter Country Code, Component, Salary Differentia anid Anniual Salary I -

DD ORM 181S REP-LACXS 00 FORM aNO 1t JANt 661 AttO 00 FORM 1545 11 PIED "I attICnIii.siO,, i ISIPInOV&D. Us OOVPOvMarNNTVGhE~ IM .559-10111t43I
1 SUL 71

Figure 12-1. Card Column Numbering Setup

2. After the form has been completed, it must be coriverteJ to a
medium which can be transinitted via AUTODIN. This nay he dione by
using the Joint M4essage-Form, DD 173/1. Except for tii body -of thie
message, it will appear to be a ttnor-maltt TWX, H-owever, specif ic
requirement must be met to assure proper processi~ij. Use local
instructions for completing this portion of the form, except L,-r the
two items indicated below.
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JOINT MESSAGE FORM SECURITY CLASSIFICATsO

PAGE DTG/RELEASER TIME PRECEDENCE CLASS SPICAT I LMF CIC 0IiG/MSGS IDENT

DATE TIM E I M ON T = 1 YR ý -ACu INFO, 

9 31i 1 091330Z OCT 90 R UNCLAS TC IDCB h930
ac" MESSAGE HAND ING INSTSUCTHONS

The second character of the Language Media Format
(LMF) must always be a "C". This tells the computer
on the receiving end of the message that the input is
to be recorded in 80 column card format which is
acceptable to the DDSC computer.

The Content Indicator Code (CIC) must always
be "IDCB". This tells the computer on the
receiving end of the transmission where to
route the data.

67

As you can tell by the
A headings at the top of

this block, the
information that is needed

Q is the sine as that on the
e DD1818. The most

important thing to
0 remember is thac the
spacing is critical. All
requisitions begin with
the Document Identifier

082GIGOOO( 55 OOC11 CST 6 Code (DIC) of P8D. The
"P" in the DIC must be

C SGOOO 5555002011' TCST I considered as starting in
card columnn (cc) 1. If

F7S0020112 you process TWXs by OCR,
the T[hqX form must be typed
so that the "P" is the
characte r in the left-nose
space. If your
organization uses card
input for TWXs, the "P"
nust be in cc 1. If your
Th•Xs are typed on the
Standard Form 173/1, then

it is imperative that your communications center be aware of the
criticality of the spacing requirements. The DIC is followed by the
vacancy requisition data for a total of no inore than 38 spaces, with
blanks or Zs in unused spaces.
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3. The following Referral Codes are available for your use when
submitting requisition or when submitting follow on actions against
requisitions already in the system:

Column 38
Referral Code Action Requested

Blank Indicates the requisition is to cover all priorities

P Indicates a requisition is to cover only priorities
1 and 2

A Indicates the requisition is for Army Reserve

Technician or Air Force Reserve positions.

T Indicates the requisition is to cover a Temporary
position which will last for one year or less

S Indicates the requisition is to cover all priorities
1 and 2 and only military spouse priority 3

E Indicates the requisition was submitted in error

F Indicates that the position requisitioned against has
been filled or that a selection certificates has been

issued

Indicates that the position requisitioned against is
not going to be filled and is to be canceled

C Indicates that the activity has received a notice to

the effect that a requisition has been on file for 90

days without any action occurring and still wants the

requisition to continue

I Indicates that the activity wants to increase the
number of positions for a particular requisition

4. Normally, the requisitioning activity will be notified by
message the following day whether the vacancy is matched or unmatched
on those requisitions received by DDSC by 1830 hours each day.

a. If a requisition is matched, one or more resumes will be
generated, via AUTODIN. Those resumes are to be processed in

accordance with established procedures.

Lr. If the requisition is unmatched, a message will be
generated, via AUTODIN, advisinq the activity accordingly. However,

the requisition will continue to be processd automatically each day
until canceled. In the case of multiple vacancies for the same type
position on a single requisition, this automatic process will continue

until all vacancies, are filled or canceled.
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5. Autodin allows activities to increase the number of vacancies
on an active requisition without submitting another requisition,
thereby decreasing the number of requisitions needed. The time needed
to clear vacancies is also shortened. A special code, "I", is used to
increase the iiumber of vacancies for a particular requisition. The
"I" will appear in card column 38 of the TWX line. As an example,
activity 555A has already requisitioned for a GS-2010-11 under control
number JD84123, for one vacancy. Since the submission date, the
activity has generated two more SF52s to fill GS-2010-11 positions and
the initial requisition is still active. Instead of submitting a new
requisition, the activity may report this change by increasing the
number of vacancies on JD84123 by two. Again, the format is similar
to that used for initiating a requisition and the action would look
like this, if "Z" is not used as a filler:

1 2 3 4 5
12345678901234567890123456789012345678901234567890

P8DJD84123555A02 I

Figure 12-2. Sample AUTODIN transmission to increase the number
of vacancies.

a. This method can only be used with identical vacancies. If
the original requisition was Fo a position without any options and a
new vacancy is for a position in the same classific,'tJ-,n series but
with an option, the positions would not be ide. and a new
requisition would be required.

b. Action code "I" can be used as long as the vacancy
requisition is active. Once the number of vacancies recorded by the
computer equals zero, the requisition will automatically be cleared
from the active file and code "I" can no longer be used. A new
requisition is required for any new vacancies.

6. After 90 days have elapsed and the requisition is still
active, a notice will be generated by DDSC requesting a report as to
the status of the requisition, i.e., whether to cancel or continue
processing. In responding to this notice, activities will use another
special code, "C", if the requisition is to continue in an active
status. Code "C" will cause the same requisition to continue in the
system as an active requisition until filled or otherwise canceled, or
for another 90 days, whichever occurs first. Activities have 15 days
in which to respond to the 90 day followup notice. The format for
this type transaction would look like this, if "Z" is not used as
fillers:

1 2 3 4 5
12345678901234567890123456789012345678901234567890

P8DJD84123555A01 C

Figure 12-3. Sample AUTODIN transinission to continue a requisition
in an active status.
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7. There will be instances when a requisition needs to be
canceled because the requisition was in error, the position has been

filled through another authorized source, or the position is not going
to be filled.

a. The format for canceling a requisition is also similar to
that used in initiating a requisition. The number of vacancies to be
canceled need not equal the number of vacancies originally
submitted. Rather, the number to be canceled will be those remaining
on the active requisition. The action code to be entered in card
column 38 must be one of the following:

(1) E - requisition submitted in error or vacancy data
was in error.

(2) F - position(s) filled.

(3) N - position(s) not going to be filled. An action to
cancel might look like this:

1 2 3 4 5

12345678901234567890123456789012345678901234567890

P8DTO84B52555A03Z ZZZZZZZZZZZZZZZZZZZZZN

Figure 12-4. Sample AUTODIN transmission to cancel a requisition.

b. When a vacancy is canceled, an activity must insure that
adequate records are maintained which fully document the reason(s) for
using any of the above codes. Additionally, if resumes are received
as a result of the requisition, they must be cleared (use Report
Action Code 26) and a narrative explanation for not using the
resume(s) provided.

D. REPORT ACTIONS

A Referral Resume will be issued via AUTODIN for each registrant
that matches a vacancy requisition. In order to clear these resumes
from the active file, a report action for each resume is required.
Releasing activities will not use the AUTODIN to submit resort actions
to remove registrants from the program. Rather, they will use the
"traditional" method to submit report actions 02 through 12. Gaining
activities will submit report actions 14 through 27 using AUTODIN
procedures.

1. On each resume issued to a gaining activity, there appears a
Report Action Control Number (RPT ACT CON NR). This is a number
assigned by the computer and is different for each resume. All that
needs to be transmitted is this number, as it appears on each resume,
plus the report action code appropriate to each resume. Again,
spacing is critical to successful transr, 3sion via AUTODIN. The "P"
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in the Report Action Control Number in card column 1, or the leftmost
position. The report action code beqins in column 16. Report action
codes 26 and 27 always require some type of narrative explanation.
This may require more than one line of input. In those instances,
each additional line of input must also begin with the report action
control number and the report action code, followed by a line number
(columns 18 and 19), a space (column 20), anr the narrative
statement(s). Each line of narrative must be numbered consecutively,
beginning with 01, followed by 02, 03, etc. The number 01 must appear
on the first line even if there is only the one line of narrative. A
multiple line report might look like this:

1 2 3 4 5
12345678901234567890123456789012345678901234567890

P8J555A010203042601 PER RELEASING CPO EMPLOYEE

P8J555A010203042602 OFFERED POSITION AND DECLINED

P8J555A010203042603 BUT NOT A FIRM OFFER SINCE

P8J555A010203042604 POSITION UNDER STUDY FOR CON

P8J555A010203042605 TRACTING OUT AND PCS MOVE IS

P8J555A010203042606 REQUIRED.

Figure 12-5. Sample AUTODIN transmission, report action 26.

2. Report actions for each resume referred must be transmitted to
DDSC within 45 calendar days (Priority 1 and 2) or within 55 calendar
days (Priority 3) after the date of issue of the resume. If a report
is not received within the time limit, an overdue notice will be sent
by DDSC to the activity. If extenuating circumstances will prevent
the return of a report action within the allotted time, the activity
should call DDSC as soon as possible to request an extension and
preclude the issuance of an overdue notice. The following information
should be provided:

a. The requisitioning activity code.

b. The control number(s).

c. Reason(s) for the delay.

3. Gaining activity report action codes are to be applied as
described in Chapter 11.
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E. ERROR MESSAGES

If errors are detected on any type of AUTODIN input transaction,
an error message will be generated. An error message will be
generated as a result of an actual error in transmission, or as the
result of a preceding action.

1. Messages indicating that erroneous data has been submitted
in a vacancy requisition will be transmitted showing how the
requisition was actually received by the DDSC computer, followed by an
itemized list of any errors.

2. Other messages may be transmitted indicating situations
which are "unmatched" or duplications, or unnecessary actions. For

example, a cancellation action may be a duplicate, because the
requisition was previously canceled, or the cancellation may be
unmatched because the control number on a cancellation action does not
match any requisition control number. Another example of an unmatched
cancellation might occur because the requisition has been
automatically deleted as the result of an authorized placement action.

3. Activities should verify that a particular requisition has
not been canceled before submitting a cancellation transaction. Care
should be exercised to assure that correct control numbers are used
when any follow up action is taken against an existing requisition.
As noted before, spacing on all AUTODIN input transactions is
critical. If just one column is wrong, the transmission will be
rejected and an error message will follow.
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CHAPTER 13

INTERROGATION PROCESS

A. POLICY

Vacancies within DoD are to be filled, to the extent possible, by
PPP registrants whose positions are scheduled for abolishment or
transfer. To assist CPOs in fulfilling this responsibility, the PPP
is also programmed for use as a recruiting source. An activity with
vacancies, and whose Stopper List is clear, may obtain resumes of
registrants who are qualified but may not be registered for placement
at that particular installation, or remote location which it services.

B. REQUESTING INTERROGATIONS

1. An interrogation of the programs covered under the PPP may be
requested by mail or telephone to DDSC. The degree of success in
using the Program as a recruiting source is often based on the manner
in which interrogations are requested and, for this reason, a general
outline of the Program capability is listed below with suggestions on
how to obtain maximum results.

2. Information on registrants in the Program may be obtained by:

a. Skill - how many individuals are registered for a
particular type of job.

b. Pay Group - GS, General Schedule; WG, Wage Grade; WL, Wage
Leader; WS, Wage Supervisor; WM, Maritime; WN, Production Facilitating
- Supervisory or etc.

c. Grade Level - GS 01 through 15 and WG, WL, WS, WM, WN,
etc., as appropriate

d. Area where referral is desired, by:

(1) Individual DOD activity.

(2) All DOD activities within a Zone.

(3) All DOD activities within a DoD Region.

(4) All DOD activities within the United States.

e. Any combination of the above - i.e., skills within a
state, etc.
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C. USING THE INTERROGATION PROCESS

1. The DoD activity with vacancies should carefully consider a
plan of interrogation and data should be requested within reasonable,
manageable bounds. A request for information should be narrowed down
to that which w1ll represent the best recruiting potential.
Interrogations for all registrants, all skills, or other large
interrogations would provide a very extensive listing of potential
candidates but probably would not help the activity with the vacancy.

2. A potential supply of candidates would consist of those who
are registered for consideration at DoD activities near the activity
with the vacancy. These registrants have indicated a willingness to
accept employment in the same geographical area even though they have
not selected the activity with the vacancy.

3. The offer of a promotion to registrants identified by the
interrogation process serves as an incentive to get such registrants
to accept offers. Interrogations could be requested for employees
registered for grades lower than the vacancy to be filled and,
although the data on the registrants will not specifically identify
those eligible for promotion, several indicators are available as to
the employees' qualifications. Contact with a registrant's Civilian
Personnel Office will provide detailed qualification information. In
addition, related skills which are known to be qualifying should be
included in the interrogation request.

4. Registrants from other DoD regions who have selected
activities, though not all the activities, in the region of the
interrogating activity may be inclined to accept offers. Registrants
from other activities in the same State as the interrogating activity
may also be inclined to accept offers. Employees who are registered
for a large number of widely varied activities have also indicated a
high degree of potential mobility and may represent a better
recruiting source than those employees who have selected relatively
few activities.

5. Other Federal agencies are authorized and encouraged to use
this process as a recruiting source. When requests for interrogations
for recruiting purposes are received from outside DoD, DDSC may assign
responsibility to the DoD activity nearest the interrogator to
interpret the computer data or forward the results of the
interrogation to the appropriate Zone Coordinator for the purpose of
such assignment.

6. Activities using the interrogation process for recruiting
purposes are to inform DDSC of the results when a valid offer is
accepted/declined. Releasing activities are to report any placements
made from interrogations on the Report Action Part A, DD Form 1820,
provided with each registrant's Resume Audit.
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7. Interrogations should be requested from DDSC by telephone, if
possible, using the following numbers:

Zone 1

Commercial: AC 513-296-6440
AUTOVON: AV 986-6440

Zone 2

Commercial: AC 513-296-6440
AUTOVON: AV 986-6440

Zone 3

Commercial: AC 513-296-6449
AUTOVON: AV 986-6449

Zone 4

Commercial: -AC 513-296-6449
AUTOVON: AV 986-6449

8. If an interrogation request is submitted in writing, the
following format should be used:

SUBJECT: DoD Program for Stability of Civilian Employment-
Interrogation Request

TO: Defense Data Support Center
ATTN: DDSC
1507 Wilmington Pike
Dayton, OH 45444-5310

An interrogation for registrants in the DoD Program for Stability of
Civilian Employment is requested for recruiting purposes. The
following information is provided to effect the interrogation:

a. Activity Code of Requesting Activity -

b. Area(s) of Interrogation -

(Specify the Activity Code of the activity nearest to
vacancy, if known. Otherwise, specify nationwide, zones(s),
region(s), state(s).)

C. Skill(s) Desired

(Specify pay group, series, options, if any, and
grade levels(s) desired.)

Figure 13-1. Sample letter, request for interrogation.
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S APPENDIX A

DEPARTMENT OF THE ARMY FAMILY MEMBER PRIORITY PLACEMENT PROGRAM

(Program F)

A. APPLICATION

This appendix applies only to current Department of the Army (DA)
employees who are family members (FM) of DA civilian or military
personnel including Army National Guard and to activities of DA when
filling competitive service positions within the 50 United States.
The 50 United States includes Alaska, Hawaii, and the District of
Columbia.

B. PURPOSE

This appendix prescribes policies and procedures for the
systematic referral of eligible DA employees whose DA sponsor is
involved in a permanent change of station (PCS).

C. ELIGIBILITY

1. Conditions. Current DA employees on career or career-
conditional appointments (or excepted service employees with personal
career or career-conditional status), who are FM(s) and desire to PCS
from one DA activity to another DA activity within the United States
are eligible for registration and referral when their DA civilian or
DA military sponsor:

a. PCSs within the 50 United States.

b. Makes a PCS overseas on an unaccompanied tour and the DA
FM wishes to PCS within the United States; or upon sponsor's return
from an overseas unaccompanied tour, FM wishes to relocate from within
the United States to sponsor's new United States duty station.

c. PCSs overseas; DA FM could accompany sponsor but chooses
to remain in the United States for reasons considered beneficial to
the family, and wishes to PCS (e.g., near family) within the United
States.

d. Retires (or service term has expired for military sponsor)
and family will PCS to retirement destination.

e. Is on temporary assignment (service schools, developmental
assignments, etc.) for 9 months or longer and may have either
permanent or temporary orders.

f. Is making a PCS but travel expinses are not being paid by
the government.

g. Is a temporary DA employee and is selected for a permanent
position at another Army duty station with no break in service.
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h. is assigned to a DOD activity, the FM is a DA employee and
there is a DA activity in the commuting area.

i. Is a DA reservist called to active duty or a civil service
reemployed annuitant if the assignment is for 9 months or more.

Family members for purpose of this program are spouses; unmarried
children, stepchildren, adopted children, and those under the legal
quardianship of the employee or spouse, who have not reached their
23rd birthday; and parents, stepparents, or legally adoptive parents
of the employee or spouse who are at least 51 percent dependent on the
employee for support.

S2. Duration. Eligible employees will be registered for a maximum
of 1 year. This eligibility is applicable regardless of whether leave
without pay continues beyond 90 days if the last period of employment
was with DA. Registration will occur within 7 working days after
arrival at the new station. Employees who do not report for
registration within 7 working days of arrival at the new duty station
are subject to forfeiture of eligibility. Limited exceptions to this
7-day reporting date requirement will be determined and granted by the
gaining Civilian Personnel Office, based on valid emergency or other
extenuating circumstances.

D. REFERRAL PLAN - RESPONSIBILITIES

1. Losing Activity.- The losing activity will:

a. Confirm registration eligibility upon receipt of copy of
sponsor's PCS orders.

b. Select the servicing activity which will be:I

(1) the servicing DA activity where sponsor is reassigned

(2) the nearest DA servicing activity in the commuting
area of the new duty station

(3) the DoD activity which services the DA activity to
which sponsor is assigned

(4) the DA activity in the commuting area when:

(a) the FM remains in the United States and chooses
to relocate while the sponsor PCS's overseas (O!S) on an unaccompanied
tour.

(b) the FM chooses to remain in the United States
while the sponsor PCS's O/S.

(c) the sponsor retires and F.M accompanies sponsor
with a PCS to retirement destination.

S(d) the FM accompanies sponsor on a temporary

assignment.
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c. Counsel the family member on:

(1) provisions of the Priority Placement Program

(2) his/her responsibility to contact the servicing DA CPO
and register within 7 working days of arrival

(3) the importance of keeping registration data current.

d. Assure that the employee reads and signs the letter "PPP
Registration of DA Family Member" (Page A-5) to indicate agreement
with the proposed date of arrival and understanding of the 7 working
day registration requirement.

e. Complete the SF 75 and the Registration Form, DD 1817.
The Registration Form will be completed according to Chapter 8, with
the following modifications:

(1) Element (02) Enter F

(2) Element (03) Leave Blank.

(3) Element (44) Leave Blank.

(4) Element (45) Leave Blank.

(5) Element (64), Individual Activity Selections, will be
coded to limit registration to Army and Army National Guard activities
in the immediate commuting area of the selected servicing CPO for
which FM indicates availability.

f. Approve an initial grant of 90 days of Leave Without Pay
(LWOP). Request for extension should be considered in accordance with
CPR 990-2, Book 630.S12 to give the employee the full 1 year
registration at the new duty station identified in Dlb above. The
intent is to afford the employee adequate LWOP to accommodate
reasonable leave requests, enroute, prior to arrival at new duty
station. The 12 month registration period begins at the time of
registration by the identified servicing CPO.

g. Immediately notify selected servicing CPO by forwarding
completed forin letter (Page A-5) containing date of departure of
family member/employee, proposed date oE arrival at the new DA
servicing CPO, and signed employee statement. One copy of DA
sponsor's PCS orders will be forwarded as an enclosure to the letter.

2. Employee (Family Member). The employee will:

a. Present a copy of sponsor's PCS orders to losing activity
to confirm registration eligibility.

b. Handcarry the DD Form 1817 and SF 75 to the registering
servicing CPO identified in Dlb above.
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c. Register within 7 working days of arrival at new duty
station to assure receiving the entire referral entitlement.

Employees who report after the 7 working days time period will forfeit
registration eligibility unless an exception is granted (as provided
in paragraph C2 above).

d. Advise the registering office at the new duty station of
any change to data contained in DD Form 1817.

3. Designated Registering Activity. The registering CPO of the

DA FM will:

a. Fill in Element (03). Assign registering activity code.

b. Fill in Element (44). Separation Date will be the
* beginning date of the individual's 1 year registration period.

c. Fill in Element (45). Release Date will be the expiration
* date of the 1 year registration period.

d. Complete the registration form DD 1817 by registering the
eligible employee as Priority 3 for a full 1 year period. The
employee will be referred to those DA activities in the commuting area
which list positions matching the skills and abilities possessed by
the registrant and for which the registrant indicates availability.

e. Inform employee that acceptance or declination of a valid
offer will result in deletion from the program.

f. Forward the DD Form 1817 to the Defense Data Support
Center (DDSC).

g. Retain the employee's SF 75 and Priority Placement Program
registration records, and letter entitled "PPP Registration of DA
Family Member", including attachment, in an employee name file.

h. Submit file maintenance to keep data current.

i. Relay placement offers.

j. Delete registrants upon acceptance or declination of a
valid offer.

k. If placement is nade, assure that copy of employment SF 50
is promptly forwarded to losing activity to preclude processing of
resignation action.

1. Return DD 1820 Report Action promptly to DDSC so that the
effectiveness of this program can be accurately monitored.
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ALJOTIFICATION FOR GAINING CPO
AND EMPLOYEE CONFIRMATION OF COUNSELING

SUBJECT: PPP Registration of DA Family Member -
name

TO: Servicing CPO

1. currently employed as
name Title, Series Grade

is a DA Family Member eligible for Priority 3 registration and
referral as provided in DoD Program for Stability of Civilian
Employment, DoD 1400.20-1-M, Appendix A. A copy of PCS orders of DA
sponsor is attached for confirmation of this eligibility and your
record keeping purposes. He/she will leave this duty station in LWOP
status not to exceed on .

date

2. This employee has been counseled regarding the provisions of this
entitlement (see statement below). DD Form 1817 has been partially
completed and he/she will handcarry DD 1817, SF 75 and will arrive at
your office for registration on or before

date

(signature - losing CPO Rep)

For Registering Employee:

I have been counseled regarding the provisions of the DoD Program for
Stability of Civilian Employment, DoD 1400.20-1-M. I agree that the
above proposed date of arrival is correct and I understand that if I
do not register within seven (7) working days of the above arrival
date, I will forfeit my registration eligibility.

(signature of employee)

1 Encl
PCS Orders

(Authorized for local reproduction)

Figure A-1. Sample letter, notification for gaining activity CPO and
employee confirmation of counseling.

A-5



DoD 1400.20-1-M

APPENDIX B

DOD PLACEMENT PLAN FOR EMPLOYEES UNDER GRADE RETENTION

(Program R)

A. PURPOSE

1. This appendix prescribes policies and proc.edures pertaining to
the PPP registration and placement of DoD employees with entitlement
to grade retention under 5 US Code, Chapter 53, Section 5362. A
special subprogram, PPP Program "R", has been established to
accomplish such registration and placement.

2. Program "R" is the means by which employees with grade
retention will be afforded priority referral for vacancies for w' Jch
qualified in activities serviced by their "A" coded civilian personnel
office, unless the employing DoD component has a separate component-
wide plan which affords equal or greater placement opportunity for
such vacancies. Program "R" is also the means by which employees may
elect to obtain priority referral for commuting-area vacancies for
which qualified in activities other than those serviued by their "A"
coded civilian personnel office. Policies and procedures governing
referrals within and outside the "A" coded activity are outlined in
paragraph C5 below.

3. All DoD policies and procedures applicable to the PPP set
forth in this manual, except as modified herein, are to be applied.

B. AUTHORITY

1. 5 United States Code 5361-5366

2. 5 Code of Federal Regulation Part 536

3. FPP 536, Grade and Pay Retention

C. PLACEMENT PLAN

1. Pre-Registration Referrals. Fmployees with entitlement to
grade retention under 5 US Code, Chapter 53, Section 5362 will, along
with other employees scheduled for RIF separation or downgrade, be
afforded placement assistance at the employing activity in cirrent
vacancies for which qualified in their present grades consistent wjich
the provisions of Chapter 4 of this manual. Also in Chapter 4 is a
Decision Table which shows the relationship between temporary
employment and retained grade and pay entitlement.
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2. Registration in Program "A".

a. Employees in receipt of RIF notices offering changes to
lower grade with entitlement to grade retention are eligible to be
registered only in Program "A" under the provisions of this manual
during the specific notice period. They may be registered for the
cuifrent grade and for as many as three grades below the current grade,
down to but not including the RIF demotion grade, for referral to
vacancies within and outside the employee's commuting area.

b. RIF demotees who elect to be registered in Program "A"
during the specific notice period will be automatically deleted from
the progzam by computer action based upon the release date entered in
DD Form 1817, Element (45). At that time, the servicing activity will
register an employee entitled to retained grade in Program "R" by
submitting a new DD Form 1817 to DDSC, coded in accordance with
paragraphs 3, 4, 5, and 7 below.

3. Mandatory Registration Into PPP Program "R".

a. Program Code "R" will be used for mandatory registration
of employees under grade retention, in conformance with 5 US Code,
Chapter 53, Section 5362, who cannot be placed under provisions of
paragraph Bl and 2 above. Employees serving under grade retention
will be mandatorily registered in Program "R" for the area of
availability indicated in paragraph 5all) below at the time they enter
the 2-year period of retained grade status. They will be registered
only at their retained grade for all skills (up to five) within their
pay group for which they are fully qualified.

b. Employees who elect to initiate formal appeals of their
downgrade actions will not be required to register in Program "R"
while the appeal is pending. However, such employees may be
registered at their option. If such an employee is placed under
Program "R", the placement action will be considered final regardless
of the outcome of the appeal. Should such a registrant decline a
valid and reasonable offer while the appeal is still pending, he or
she will be released from Program "R". By such a declination,
eligibility for grade retention ceases.

4. Restricted Registration of Retained Grade Employees Placed at
Other DoD Activities. Employees under retained grade, who are placed
through Program "A" during the RIF notice period, at a DoD activity in
a different commuting area involving a permanent change of station
move, will be registered in Program "R" only for organizations of the
gaining activity (i.e., serviced by the "A" coded CPO) which are
located in the commuting area of the employee's new assignment. This
restriction will apply for 1 year following transfer or
reassignment. Following the expiration of the 1-year period,
registration may, at the employee's option and with Zone Coordinator
approval, be expanded up to and including all DoD activities in the
commuting area for the remainder of the 2-year grade retention
period. Such expansion will be consistent with the standards under
paragraph 5 below. i
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5. Area of Availability ("R" Program).

a. Except as provided in paragraphs C3b and C4 above,
eligible employees will be registered in the "R" Program for placement
consideration as follows:

(1) Initial registration will be restricted to the
organizations serviced by the "A" coded civilian personnel office
within the commuting area for 90 days, if there are 500 or more
positions at that location. This 90-day period begins at the time of
registration into Program "R".

(2) At the end of 90 days, or initially if fewer than 500
serviced positions exist in the commuting area of the "A" coded
civilian personnel office, registration may be expanded, at the
employee's option, to include all component activities in the
commuting area.

(3) Registration for all DoD activities in the commuting
area may, at the employee's option, be initally accomplished, if fewer
than 500 component positions exist in the area.

b. Zone Coordinators may authorize DoD-wide registration in a
commuting area (1) when an eligible employee is qualified only for
skills or grades which are poorly represented in the commuting area,
even though 500 or more activity or component positions exist in the
area, (2) when a registrant has not received an offer after a minimumS registration pteriod of 6 months, and (3) following expiration of the
1-year period during which full Program "R" registration is precluded
under paragraph C4 above.

c. When it is anticipated that placement cannot be made in
the commuting area, the employing DoD Component Coordinator may
authorize registration within that component for locations which would
require a permanent-change-of-station move. If registration is
desired for activities in other components outside the commuting area,
this must be approved by the appropriate Zone Coordinator. In either
case the employee must concur with registering outside the commuting
area. If a registrant declines a valid offer outside the commuting
area, he/she may not subsequently be referred beyond the commuting
area. When this occurs, file maintenance documentation will be
submitted to DDSC to change the registrant's area of referral.
Registrants placed at activities outside their commuting area will
have their PCS costs paid by the losing activity. NOTE: An out of
area job offer is not a reasonable offer under 5CFR, 536, Section
536.209; thus, a declination does not terminate grade retention.

6. Declination of Offer. If an employee eligible for retained
grade declines placement in a lower-graded position offered through
Program "A", the employee will be deleted from Program "A". Such
employee will be registered mandatorily in Program "R" for the
retained grade at the time the 2-year period of retained grade status

S
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begins. When a match requiring an offer occurs with an "R" registered
employee who is fully qualified for the vacancy, the registrant will
be offered the position in writing and provided with a written
position description. (See 5 CFR, 536, Subpart B, Section 536.206).
The offer must inform the individual that any entitlement to grade
retention will be terminated if that offer is declined. If the
registrant refuses the offer, entitlement to further PPP referral
terminates. As provided in 5 CFR, 536, Subpart B, Section 536.208,
grade retention will be terminated at the end of the pay period in
which the employee declines a reasonable offer. Immediately upon
declination of an offer, a report action must be submitted to DDSC to
delete the registrant from the program.

7. Registering Activity Procedures.

a. CPOs will register eligible employees in Program "R" in
accordance with this manual, with the following modifications:

(1) Element (02) on the Registration Form, DD Form 1817,
will be coded "R".

(2) Elements (12) and (13) will be coded to reflect the
position held immediately prior to entrance into the 2-year period of
retained grade status.

(3) Elements (37) through (41), Skills. Pay group and
high and low grades will be coded as follows:

(a) Pay Group is restricted to the pay group of the
retained grade, e.g., GS to GS; WG to WG; WL to WL; WM to WM; WD to
WD, etc. Exception: Employees downgraded from a special wage
category which thereafter no longer exists may be registered in other
pay systems for skills for which they are fully qualified.

(b) The high grade and low grade will be the
retained grade. Registrants being registered in other pay groups who
are not qualified for the equivalent grade may be registered for the
highest intervening grade for which technically qualified.

(4) Element (42) or (43), Special Qualifications. For
employees who held a supervisory position at the time of the change to
lower grade, enter "Available for Supervisory Position."

(5) Element (44), Separation/Change to Lower Grade Date,
will be coded with the effective date of the employee's retained grade
entitlement (i.e., the date the employee enters the 2-year period of
retained grade status).

(6) Element (45), Release Date, will be coded with the
date on which retained grade entitlement terminates.
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(7) Element (46), Priority, will be coded in accordance
with Chapter 3, Paragraph A6. The priority will be determined on the
basis of the difference between the employee's retained grade and the
actual or current grade of his or her position, i.e., priority 2 when
the difference is two or more GS grades; and priority 3 when the
difference is less than two GS grades. Additionally, if an individual
accepts or declines a position to an intervening grade (through
internal procedures) at an activity for which registered that effects
their priority, a file maintenance must be submitted to change Element
46 to the "new" priority.

(8) Element (64), Individual Activity Selections, will be
coded in accordance with policy contained in paragraphs C 3, 4, and 5
above. When the Component has authorized registration outside the
commuting area and broad geographic areas have been coded in the Area
of Referral (Zone(s), Region(s), or States(s)), the Component Code,
Element (63,. will be coded appropriaLiely in order to preclude out-of-
component referral.

b. Registrants will be deleted from the program, (1) upon
acceptance or declination of a valid offer at the retained grade, (2)
upon entry into a position with known promotion potential (including a
position in a formal training program) to a grade equal to or higher
than the retained grade, or (3) if for any other reason they are not
available for placement, e.g., retirement, resignation, etc. The
registering activity will submit a report action to the DDSC in
accordance with Chapter 11 of this manual. When there is a break inS service of 1 work day or more, eligibility for grade retention and
priority referrals under Program "R" are terminated. If not placed or
deleted from Program "R" earlier, a registrant will be automatically
deleted from the PPP, at the termination of the 2-year grade retention
period, by computer action.

8. Excepted Employees.

a. Employees with grade retention in the excepted service
(excluding National Guard Technicians) who do not have personal
competitive status are eligible for registration in Program "R". Such
employees will be afforded PPP referrals to excepted service
vacancies. In no case will employees be registered under Program "R"
for a location where a PCS move would be involved without the
employee's consent and the specific prior approval of the appropriate
Component Coordinator.

b. Civilian personnel offices will register such employees in
Program "R" in accordance with this manual as modified in paragraph
C7a. In addition, the following will apply in registering excepted
employees who do not have personal competitive status:

(1) Element (42) will be coded "Available for Excepted
Positions Only".

S
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(2) Element (64), Individual Activity Selections, will be
coded in accordance with policy contained in paragraphs C 3, 4, and 5
above. When the Component has authorized registration outside the
commuting area and broad geographic areas have been coded in the Area
of Referral (Zone(s), Region(s), or State(s)), the Component Code,
Element (63), will be coded appropriately, in order to preclude out-
of-component referrals. Prior to extending the area of referral to
include other activities, the registering civilian personnel office
should first determine whether the activities have positions in the
excepted service which match the registrant's skills. If no such
excepted positions exist at a given activity, the inclusion of that
activity in the area of referral is not appropriate and, in fact,
would be counter-productive.

9. Gaining Activity Procedures.

a. Skills of registrants in Program "R" will appear on the
Stopper List, along with Program "A" registrants. Civilian personnel
offices will match vacancies against their Stopper List and submit
requisitions in accordance with instructions in Chapters 10 or 12 of
this manual. Temporary positions need not be offered to retained
grade employees.

b. Referral resumes of Program "R" registrants will be
clearly annotated "Retained Grade Employee" next to their priority
designation on Part A and Part B of DD Form 1820. These registrants
will be made offers in accordance with their priority designations,
and will restrict the filling of vacancies on the same basis as
registrants with the corresponding priority under Program "A".

10. Documentation of Offer. Offers to employees under the "R"
program must be in writing and must include a copy of the official
position description in order to meet the criteria set forth in 5 CFR,
Chapter 53, Section 536.206.

11. Notification of Component-Wide Plan. A DoD component that
implements a separate component-wide plan, as authorized by paragraph
A2 above, which affords placement opportunities equal to or greater
than those provided under Program "R" need not make referrals for
vacancies in activities serviced by the employees' "A" coded civilian
personnel office under Program "R". When such a component-wide plan
is to be placed into operation, the component will notify the Office
of the Deputy Assistant Secretary of Defense (Civilian Personnel
Policy). A copy of the component's instructions to its field
activities will be provided to the Deputy Assistant Secretary of
Defense (Civilian Personnel Policy) for dissemination to the
coordinator structure.
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APPENDIX C

PRIORITY PLACEMENT PROGRAM/OVERSEAS EMPLOYMENT PROGRAM CODES

Code Sources - The codes that follow are referenced throughout the
manual, where their usage and application are also explained. When
possible the codes used in the Priority Placement Program/Overseas
Employment Program are standard codes, as contained in DoD 5000.12-M,
"Manual for Standard Data Elements" or in the Federal Personnel
Manual.

Table C-1 Physical Handicap Codes

In the case of multiple disabilities, choose the code which describes
the impairment that would most likely result in such difficulties.

DESCRI PT IONS CODES

Does not wish to have disability status officially recorded out-
side medical records ............................................ 01

Has no disability .............................................. 05

Has disability but is not listed below .......................... 06

SPEECH IMPAIRMENTS

Severe speech malfunction or inability to speak, hearing is normal
(Examples: defects of articulation (unclear language sounds);
stuttering; aphasia (impaired language function); laryngectomy
(removal of the "voice box") .................................... 13

HEARING IMPAIRMENTS

Hard of hearing (Total deafness in one ear or inability to hear
ordinary conversation, correctable with a hearing aid) .......... 15

Total deafness in both ears, with understandable speech ......... 16

Total deafness in both ears, and unable to speak clearly ........ 17

VISION IMPAIRMENTS

Ability to read ordinary size print with glasses, but with loss of
peripheral (side) vision (Restriction of the visual field to the
extent that mobility is affected - "Tunnel vision") ............. 22

Inability to read ordinary size print, not correctable by glasses
(can read over-sized print or use assisting devices such as glass

or project modifier) ............................................ 23

B lind in one eye .............. ................................. 24

Blind in both eyes (No usable vision, but may have some light

perception) ..................................................... 25
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DESCRIPTIONS CODES

MISSING EXTREMITIES

OnW Hand ........................................................ 27

One Arm ......................................................... 28

One Foot ........................................................ 29

One Leg ......................................................... 32

Both Hands or Arms .............................................. 33

Both Feet or Legs ............................................... 34

One ;•and or Arm and one Foot or Leg ............................. 35

One Hand or Arm and both Feet or Legs ............................... 36

Both Hands or Arms and one Foot or Leg .............................. 37

Both Hands or Arms and both Feet or Legs ........................... 38

NONPARALYTIC ORTHOPEDIC IMPAIRMENTS

(Because of chronic pain, stiffness, or weakness in bones or joints,
there is some loss of ability to move or use a part or parts of the

body.)

One or both Hands ............................................... 44

One or both Feet ................................................ 45

One or both Arms ................................................ 46

One or both Legs ................................................ 47

Hip or Pelvis ................................................... 48

Back ............................................................ 49

Any combination of two or more parts of the body ................... 57

PARTIAL PARALYSIS

(Because of a brain, nerve, or muscle problem, including palsy
and cerebral palsy, there is some loss of ability to move or
use a part of the body, including legs, arms, and/or trunk.)

One Hand ........................................................ 61

One Arm, any part ............................................... 62
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DESCRIPTIONS CODES

One Leg, any part ............................................... 63

Both Hands ...................................................... 64

Both Legs, any part ............................................. 65

Both Arms, any part ............................................. 66

COMPLETE PARALYSIS

One side of body, including one arm and one leg .................... 67

Three or more major parts of the body (arms and legs) ............. 68

(Because of a brain, nerve, or muscle problem, including palsy
and cerebral palsy, there is complete loss of ability to move
or use a part of the body, including legs, arms and/or trunk.)

One Hand. ........................................................ 70

Both Hands ........................................................ 71

One Armn......................................................... 72

Both Arms ............................................................... 73

One LegAr s . ....................................................... 74

Both Legs ......................................................... 75

Lower half of body, including legs .................................. 76

One side of body, including one arm and one leg .................... 77

Three or more major parts of the body (arms and legs) ............. 78

OTHER IMPAIRMENTS

Heart disease with no restriction or limitation of activity (History
of heart problems with complete recovery) ........................... 80

Heart disease with restriction or limitation of activity ........ 81

Convulsive disorder (e.g., epilepsy) ................................ 82

Blood diseases (e.g., sickle cell disease, leukemia, hemophilia) 83

Diabetes ............................................................... 84
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DESCRIPTIONS CODES

Pulmonary or respiratory disorders (e.g., tuberctlosis, emphysema,
asthma, etc.) ................................. ............................... 86

Kidney dysfunctionir- (e.g., if dialysis (use of an artificial kidney

machine) is requirea, etc.) ..................................... 87

Cancer-a history of cancer with complete recovery .................. 88

Cancer-undergoing surgical and/or medical treatment ............. 89

Mental retardation (A chronic and lifelong condition involving a
limited ability to learn, to be educated, and to be trained for useful
productive employment as certified by a State Vocational Rehabili-
tation Agency under Section 213.3102(t) of Schedule A) ............ 90

Mental or emotional illness (A history of treatment for mental
or emotional problems) .......................................... 91

Severe distortion of limbs and/or spine (e.g., dwarfism, kyphosis
(severe distortion of back), etc.) .................................. 92

Disfigurement of face, hands, or feet (e.g., distortion of features on
skin, such as those caused by burns, gunshot injuries, and birth
defects (gross facial birthmarks, club feet, etc.) ................. 93

Learning disability (A disorder in one or more of the processes
involved in understanding, perceiving or using language or concepts,
[spoken or written]; e.g. dyslexia ) ............................ 94
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Table C-2. STATE CODES (ST-GA) 1

STATE STATE CODE STATE STATE CODE

ALASKA AK MONTANA MT
ALABAMA AL NEBRASKA NE
ARIZONA AZ NEVADA NV
ARKAN1,AS AR NEW HAMPSHIRE NH
CALIFORN:A CA NEW JERSEY NJ
COLORADO CO NEW MEXICO NM
CONNECTICUT CT NEW YORK NY
DELAWARE DE NORTH CAROLINA NC
DISTRICT OF COLUMBIA DC NORTH DAKOTA ND
FLORIDA FL OHIO OH
GEORGIA GA OKLAHOMA OK
HAWAII t I OREGON OR
IDAHO ID PENNSYLVANIA PA
ILLINOIS IL PUERTO RICO RQ
INDIANA IN RHODE ISLAND RI
IOWA IA SOUTH CAROLINA Sc
KANSAS KS SOUTH DAKOTA SD
KENTUCKY KY TENNESSEE TN
LOUISIANA LA TEXAS TX
MAINE ME UTAH UT
MARYLAND MD VERMONT VT
MASSACHUSETTS MA VIRGINIA VA
MICHIGAN MI WASHINGTON WA
MINNESOTA MN WEST VIRGINIA WV
MISSISSIPPI MS WISCONSIN WI
MISSOURI MO WYOMING WY

1 See DoD 5000.12-M, DoD Manual for Standard Data Elements.
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Table C-3. COMPONENT CODES (DE-NM) 1

These codes are used t-1 identify each registrant's employing (rather
than personnel servicý7kg) department or agency within the Department
of Defense. Each .,' the four major components (Army, Navy, Air Force

and Defense Lo-iistics 7Vgency) is assigned a separate DoD Component
Placement Coordinator . der, Chapter 1 of this manual. In addition, a
single Corponent P- > ement Coordinator, Director of Personnel,
Washington Headquarters Services, Code "D", has been designated to
provi,( coordination assistance to Defense organizations other than
Army, Navy, Air Force, and the Defense Logistics Agency and operates
with the same authority as those above. At Element (11) on the PPP
Registration Form, Component Code "D" is entered when the DoD
component employing the registrant at the time of his/her last
separation is a Defense organization for which another specific
component code has not been assigned. The purpose of the component
code is to identify registrants to a component for report purposes in
the programs covered by this manual and to provide a computer
identifier to di stinguish when Priority 2 registrants in the Priority
Placement Program should be referred as Priority 2 (own component
only) or as Priority 3 (all other components selected).

COMPONENT CODE COMPONENT COORDINATOR OFFICE

Department of the Army A Department of the Army
(DAPE-CPE) Employment and

Classification Office

Department of the Air Force F Department of the Air Force
(DPCS) Staffing Development
and EEO Division

Department of the Navy N Department of the Navy

(Including Marine Corps) Office of Civilian
Personnel Management (Code2l)

Defense Logistics Agency S Defense Logistics Agency
Staffing, Labor and Employee
Relations Division (DLA-KS)

Department of Defense (OSO, D Directorate of Personnel
OJCS, OSAA, DARPA, CHAAP'JS, and Security Washington
AFRTSLA, DODDS, DODIG, Washington Services
HQ Services, and Uniformei.
Services University of the
Health Sciences)

See DoD 5000. 1 2-M D, D:1O -a)r.al , r S tmlarl I •tJ i ll)men
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S COMPONENT CODES COMPONENT COORDINATOR OFFICE

Defense Mapping Agency B Directorate of Personnel
and Security Washington
Headquarters Services

Defense Investigative C

Services

Defense Audit Service E

National Security Agency G

Defenle \:clear Agency H

Defense Comamunications K

Agency

Defense Intelligence L
Agency

Defense Contract Audit R
Agency

S National Guard Bureau X Air National Guard - Air
Force Placement Coordinator
Army National Guard - Army
Placement Coordinator

Other Non-DoD Ferderal 0 For use in DoD Overseas
Service Employment Progran and for

Military Spouse Preference
registrants when no other
code applies. This code is
not identified to a Component
Coordinator.

Panama Canal Commission P Reference Appendix E - DoD
Placement Plan for Selected
United States Citizen
Employees of the Panama Canal

Commission.

S
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Table C-4. COUNTRY CODES (CO-XV)1

COUNTRY CODE COUNTRY CODE

ALASKA AK KUWAIT KU
ARGENTINA AR LABRADOR LB
AUSTRALIA AS LAOS LA
AZORES AZ LEBANON LE
BAHRAIN BA LIBYA LY
BELGIUM BE MALAYSIA MY
BERMUDA BD MEXICO MX
BOLIVIA BL MIDWAY ISLAND MQ
BRAZIL BR MOROCCO MO
BURMA BM NETHERLANDS NL
CANADA CA NETHERLANDS ANTILLES NA
CHILE CI NEWFOUNDLAND NW
CHINA CH NICARAGUA NU
COLUMBIA CO NORTHERN MARIANA ISLAND CQ
COSTA RICA CS NORWAY NO
CUBA CU OKINAWA OK
DENMARK DA OMAN MU
DIEGO GARCIA DG PAKISTAN PK
DOMINICAN REPUBLIC DR PANAMA PM
ECUADOR EC PARAGUAY PA
EGYPT EG PERU PE
EL SALVADOR ES PHILIPPINES RP
ETHIOPIA ET PORTUGAL PO
FRANCE FR PUERTO RICO RQ
GERMANY GE SAUDI ARABIA SA
GREECE GR SINGAPORE SN
GREENLAND GL SOMALIA SO
GUAM GQ SPAIN SP
GUATEMALA GT SUDAN SU
HAWAII HI TAIWAN TW
HONDURAS HO THAILAND TH
HONG KONG HK TRINIDAD & TOBAGO TD
ICELAND IC TUNISIA TS
INDONESIA ID TURKEY TU
IRAN IR UNITED ARAB EMIRATES TC
IRAQ IZ UNITED KINGDOM UK
ISRAEL IS URUGUAY UY
ITALY IT VENEZUELA VE
JAPAN JA VIETNAM VM
JORDAN JO VIRGIN ISLANDS VQ
KAMPUCHEA (CAMBODIA) CB YEMEN YS
KENYA KE ZAIRE CG
KOREA KS

tSee DoD 5000.12-M, DoD Manual for Standard Data Elements.
C-8



DoD 1400.20-1-M

S Table C-5. NON-DOD FEDERAL DEPARTMENTS/AGENCIES CODES

Department/Agency Codes

Atomic Energy Commission AE
Department of Agriculture AG
Department of Commerce CM
Department of Education ED
Department of Energy DN
Department of Health and Human Services HE
Department of Housing and Urban Development HU
Department of the Interior IN
Department of Justice DJ
Department of Labor DL
Department of State ST
Department of Transporation TD
Department of Treasury TR
Federal Aviation Administration FA
Federal Communications Commission FC
Federal Deposit Insurance Corporation FD
Federal Trade Commission FT
General Accounting Office LG
General Service Administration GS
Government Printing Office LP
Information Agency IA
Interstate Commerce Commission IC
Library of Congress LC
National Aeronautics and Space Administration NN
National Labor Relations Board NL
office of Economic Opportunity OE
Office of Personnel Management CS
Postal Service PO
Selective Service System SS
Small Business Administration SB
Tennessee Valley Authority TV
Veterans Administration VA
Other Federal Agency OA
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APPENDIX D

OPTION CODES

1. Except for the four options shown below which may be used with any
appropriate GS series, the option codes contained in this appendix are
limited to use with the series under which they are listed. No other
options are authorized for use in registering skills or in identifying
position requirements on requisitions. Special attention should be
taken when dealing with the following:

a. Either the STC (Stenography) option or the TYA (Typing) option
must always be used with the GS-318 Secretary series. If neither
option is included, DDSC will automatically show TYA with the 318
series.

b. When the Typing option (TYA) is added to any series, the
registrant will be considered for all positions requiring typing but
will also be considered for those not requiring the typing skill.

c. Options authorized for use with specified engineering series
are not be be used with an engineering series which has the same
definition.. Example: Do not use ELD (Electronics) option with
Electronics Engineer Series GS-S55.

d. The GS-201, Personnel Management, and GS-801, General
Engineer, series normally will have two options or no options.
Exception: The "TRA" (Trainee) option, may be entered as a single
option with either the 201 or 801 series. The "CPO", Civilian
Personnel Officer, and the "PSM", Personnel Systems Manager, may be
used as single options with the 201 series. The "CPO" option code
will never be used in combination with other options in the 201
series, whereas the "PSM" option code may be used in conjunction with
another option code.

e. A single commodity option code (as asterisked on page D-3 and
4) may be used with the GS 801 series, ie GS-801 MIB or GS-801 SH3.

2. If additional information regarding the definition of certain
options is required, readers are advised to consult the OPM Position
Classification and/or X-l18 Qualifications Standards for
clarification. If the additional clarification needed is not
available, contact the Regional Placement Coordinator for further
guidance.

3. Recommendations to change, add or dielete an authorized option code,
as listed in this appendix, should be referred, through channels, to
DDSC, Dayton, Ohio, and must include the rationale establishing the
need for an option code change of any kind, with necessary statistical
data, if appropriate. Upon required coordination/approval, changes
will be made, if necessary, by DDSC.

D
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Table D-l. Option Codes

SERIES SERIES TITLE SERIES SERIES TITLE
OPTION CODE OPTION TITLE OPTION CODE OPTION TITLE

ANY APPROPRIATE GS SERIES CLA .... Classification
EMA .... Employee Development

DAT....Data Transcribing EMC .... Employee Relations
STC....Stenography LBR ... .Labor Relations
TRA.... Trainee STB... .Staffing
TYA .. .Typing PSM .... Personnel Systems

Manager
TRA - Trainee is authorized for EEO....Equal Employment Oppor.
use with Wage Grade as well as
Class Act Skills to indicate 301 MISC ADMIN AND PROGRAM
that a registrant is currently AND
enrolled in a formal training 303 MISC CLERK AND ASSISTANT
program.

AIM .... Aircraft Maintenance
080 SECURITY ADMINISTRATION and Operations

ANA .... Analysis and Planning
INA .... Industrial CAT....Community Activities
PEB .... Personnel CLB .... Club Management
PHB .... Physical CBD .... Combat Development

COF .... Configuration
081 FIRE PROTECTION AND COR .... Communications

PREVENTION FIB .... Financial Management
AIG .... Airfield FOA .... Food Service
FIC .... Fire Inspection + FLP .... Foreign Language
STE....Structural Proficient

FSP .... Family Support
180 PSYCHOLOGY HOA .... Housing

INS .... Information Systems
CLI .... CClinical Management
RES....Research LOA .... Logistics

MED .... Medical
188 RECREATION SPECIALIST ORB .... Ordnance

PUA .... Publications
ARB .... Arts and Crafts REK .... Recreation Services
COD .... Community Activities SUB .... Supply
SEB .... Service Club Activities TRB .... Training-Education
SPB....Sports
YOA .... Youth Activities 318 SECRETARY

201 PERSONNEL MANAGEMENT STC....Stenography
AND TYA .... Typing
203 PERSONNEL CLERICAL AND

ASSISTANCE
CPO...*.Civilian Personnel

Officer
(Use With 201 Only)

+ The language must be included in elements 42 or 43 of the registration (1817)
or file maintenance (1819)
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S SERIES SERIES TITLE SERIES SERIES TITLE
OPTION CODE OPTION TITLE OPTION CODE OPTION TITLE

334 COMPUTER SPECIALIST 602 MEDICAL OFFICER

EQC .... Equipment Analyst ADM .. .Administration
PRA .... Computer Programmer GPR.. - General Practice

Analyst GER ... .Geriatrics
PRK....Programmer IMN....Internal Medicine
SYC .... Systems Analyst NUR .... Neurology
SPR....Systems Programmer OBG .... OB/GYN

OCH .... Occupational Health
343 MANAGEMENT ANALYSIS OPH .... Opthamology

OTH.... Orthopedics
MAL .... Manpower PDS .... Pediatrics
ORG .... Organization and PSY .... Psychiatry

Mission PUH .... Public Health
STI .... Statistical Analysis SRG .... Surgery

344 MANAGEMENT CLERICAL AND 801 GENERAL ENGINEERING
ASSISTANCE 802 ENGINEERING TECHNICIAN

806 MATERIALS ENGINEERING
REC....Reports, Forms, Files 810 CIVIL ENGINEERING
WOC....Work Measurement 818 ENGINEERING DRAFTING
SPR....Systems Programmer 830 MECHANICAL ENGINEERING

840 NUCLEAR ENGINEERING
345 PROGRAM ANALYST 850 ELECTRICAL ENGINEERING

854 COMPUTER ENGINEERING
COZ .... Cost Analysis 855 ELECTRONICS ENGINEERING

856 ELECTRONICS TECHNICIAN
392 GENERAL COMMUNICATIONS 861 AEROSPACE ENGINEERING

871 NAVAL ARCHITECTURE
EQD....Equipment Operation 893 CHEMICAL ENGINEERING

393 COMMUNICATIONS SPECIALIST AEC .... Aerospace
ARA ... .Architecture

TEB....Telephone CAL.... Calibration
CHA. ... Chemical

510 ACCOUNTING * CHD .... Computer Hardware
CIB .... Civil

COQ .... Cost COH .... Construction
INE.... .Internal COJ .... Cost Estimating
OPB .... Operating * CST .... Computer Software
SYA....Systems CWO....Civil Works Operation

& Maintenance
511 AUDITOR CWP .... Civil Works Planning

DEB .... Design
COK .... Contract ELA .... Electrical
FIN .... Financial ELD .... Electronics
INE.... Internal

* Commodity Options
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SERIES SERIES TITLE SERIES SERIES TITLE
OPTION CODE OPTION TITLE OPTION CODE OPTION TITLE

INA .... Industrial 1150 INDUSTRIAL SPECIALIST
INC .... Instrumentation AND
MAH .... Materials 1152 PRODUCTION CONTROL

"MEA.... .Mechanical
MIB .... Missile AI9 .... Aircraft
NAV .... Naval ELA ..... Electrical
NUA .... Nuclear ELD .... EElectronics

* ORB .... Ordnance MAI .... Materials Handling
RES .... Research MIB .... Missile

* SHB .... Ships ORB .... Ordnance
STE....Structural SHB .... Ships
UTA .... Utilities
WAB .... Water Resources 1310 PHYSICS

Development
ACA .... Acoustics

1083 TECHNICAL WRITING AND EOP .... Electro-Optics
EDITING 1A .... Ion- implantation

LAB .... Laser
AIB .... Aircraft NUA .... Nuclear
DAC .... Data Automation OPE.... Optical
ELD....Electronics SOF .... Solid State Electronics
LOA .... Logistics SYC....Systems Analysis
ORB....Ordnance THE...-.Thermal Physics

1101 GENERAL BUSINESS AND 1410 LIBRARIAN
INDUSTRY

ENG .... Engineering
PTM .... Product Management PHS .... Physical Science
QAS .... Quality Assurance

1670 EQUIPMENT SPECIALIST
1102 CONTRACT AND PROCUREMENT

AIS .... Aircraft
COL .... Contract Administrator AIF .... Aircraft Propulsion
CON .... Contract Negotiator Equipment
COO .... Contract Specialist AIH .... Airframe
COP .... Contract Termination AUD .... Automotive

Specialist ELA .... Electrical
PRD ... .Price Analyst ELO)....Electronics
PRG .... Procurement MAB .... Machinery

Administrator MAC .... Machine Tools
PRH .... Procurement Analyst MAG .... Marine

(Staff) MAI .... Materials Handling
PRI .... Procurement Analyst MIE .... Missile Electronics

(Small Business) ORB .... Ordnance
SHB .... Ships

* Commodity Options
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SERIES SERIES TITLE SERIES SERIES TITLES OPTION CODE OPTION TITLE OPTION CODE OPTION TITLE

1701 GENERAL EDUCATION AND 2181 AIRCRAFT OPERATIONS
TRAINING

FID .... Fixed Wing
+ FLP.... Foreign Language FLB .... Flight Instructor

Proficient FLD....Flight Test Pilot

HEA .... Helicopter
1710 EDUCATION AND VOCATIONAL PIA .... Pilot

TRAINING

CDS .... Child Development
EDS .... Education Services

+ FLP .... Foreign Language

Proficient
GUC .... Guidance Counselor
TDD .... Training Design and

Development
TEA .... Training Program

Effectiveness Analysis
TEM .... Tests and Measurements

1712 INSTRUCTION

ELD .... Electronics
FLE .... Flight Simulator

+ FLP .... Foreign Language
Proficient

HEB .... Health Services
ORB .... Ordnance

1910 QUALITY ASSURANCE

AEC .... Aerospace
AIR .... Aircraft
AMA .... Ammunition
CHA .... Chemical
CLB .... Clothing
CST .... Computer Software
ELA .... Electrical
ELD.... Electronics
MAH.... Materials
MEA .... Mechanical
NUA .... Nuclear
PRE .... Process
SHA .... Shipbuilding
SUA .... Subsistence

+ The language must be included in elements 42 or 43 of the registration (1817)
or file maintenance (1819)
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APPENDIX E

DOD PLACEMENT PLAN FOR SELECTED UNITED STATES CITIZEN EMPLOYEES OF THE
PANAMA CANAL COMMISSION

(Program A)

A. PURPOSE

1. A significant provision of the Panama Canal Treaty requires
the establishment of a policy for rotation of United States citizen
employees hired by the Panama Canal Commission. This Appendix
prescribes policies and procedures for registration and placement of
covered employees within DoD consistent with the rotation requirement.

2. The policies and procedures applicable to the DoD Priority
Placement Program (PPP), Program A, as set forth in this manual, are
to be applied, except as modified herein.

3. DoD employees in Panama are not included under this plan.

B. SPECIAL REGISTRATION POLICIES AND REQUIREMENTS

1. PPP registration will not be extended to otherwise covered
employees with reemployment rights to positions in DoD or other
Federal Agencies.

2. PPP Program R (Grade Retention) registration will not be
extended to covered employees.

3. Dependents of covered employees will not be registered under
the PPP.

4. All elements of DD Form 1817 applicable to the PPP will be
coded in accordance with the instructions contained in Chapter 8, of
this manual, except that COMPONENT (Item 4, Element (11)) will be
coded "P".

5. Covered employees are eligible for PPP registration 12 months
before completion of the required rotation period. Employees not
placed during this 12-month period will be released from the PPP.

6. PPP registration of covered employees will be as Priority 3,
for all DoD components, for an area of referral in CONUS likely to
provide a job offer at current grade level. In no instance will
registration of covered employees be more than three acceptable GS
grades, or the equivalent, below the level of the position held at
time of registration. Declination of a valid offer will serve to
remove a registrant from the PPP. Under current policy, GS-905,
Attorney skills are not referred under the PPP.
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7. An offer of a vacancy which matches a pay group, series,
option code(s), if any, and grade level for which the employee is
fully qualified will be a valid offer.

8. Skills. Panama Canal Commission employees will be registered
for General Schedule and Federal Wage Schedule skills for which they
are fully qualified. T'o accommodate their registration, their skills
will be converted to those pay groups and comparative grade levels
employed in CONUS as follows:

a. Convert NM, NX and CR to GS.
b. Convert MG, FN, MX and RM to WG.
c. Convert ML and LX to WL.
d. Convert MS, FS, and SX to WS.

9. For coverel employees placed into DoD vacancies from lower
paying positions of comparable difficulty and responsibility, the step
held will be preserved to the maximum extent possible.

10. A significant number of covered employees will have had no
previous DoD or other Federal employment. Such employees placed into
DoD CONUS vacancies will, however, have the following expenses
reimbursed by the gaining DoD activity: (a) temporary quarters
subsistence expenses and (b) miscellaneous expense allowance. Other
expenses will be borne by the Panama Canal Commission, i.e., (a)
travel and transportation expenses; (b) expenses for shipment of
household goods and personally owned vehicle; and (c) real estate

sales costs, if any.
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APPENDIX F

AIR FORCE STATUS QUO PROGRAM

(Program C)

A. PURPOSE

This Appendix applies to Air Force activities only and provides a
method for registration in the PPP of Air Force Status Quo employees,
who occupy Air Reserve Technician (ART) positions. It also provides
for their referral for placement consideration in non-ART positions at
Air Force activities within the 50 states. An Air Force Status Quo
employee is one who has declined, or is ineligible for, ready reserve
membership in the position held. All DoD policies and procedures
applicable to the Priority Placement Program set forth in this manual,
except as modified herein, are to be applied.

B. SPECIAL REGISTRATION POLICIES AND REQUIREMENTS

1. Registration Eligioility - Air Force employees currently
designated as Status Quo are eligible for registration or become
eligible for registration upon designation as Status Quo. Air Force
employees who are scheduled to become Status Quo by reason of
mandatory retirement may be registered up to 12 months prior to the
mandatory retirement date.

2. Program Code and Priority - Status Quo employees will be
registered under Program Code "C" with Priority 2, to apply only after
all other Priority 2 registrants. Registration under Program Code "A"
is not authorized.

3. Period of Registration - Status Quo registrants will remain in
the Program without time limitation until placed, or until deleted by
the registering Air Force activity. Registrants are expected to
accept offers made to positions with the skills, grade levels, and
locations for which registered. Registrants who decline an offer of a
position at their current grade, within the commuting area, will be
deleted by the registering Air Force activity. The reasons for
declination of an offer outside the commuting area will be evaluated
by the registering activity to determine whether or not the registrant
is to be deleted from the Program for activities outside the commuting
area. As a minimum, the registering activity will normally delete the
location of the position declined from the area of referral.

4. Cost of Travel and Transportation - Travel and transportation
expenses will be paid by the releasing Air Force activity for
placements in continuing, non-temporary positions. Payment of travel
expenses will be in accord with Volume 2, Joint Travel Regulations.
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5 Release of Registrants - Registrants who accept offers will
normally be released within two weeks after acceptance of the offer
or, in no case, later than 30 days, without the mutual agreement
between the releasing and gaining activities.

6. Procedures - Air Force Releasing Activity -

a. CPOs providing servicing for Status Quo employees
occupying enlisted Air Reserve Technician (ART) positions will:

(1) Make every effort to place Status Quo employees
occupying enlisted ART positions, within the geographical area of
current employment. As a minimum, such employees will be registered,
on a non-voluntary basis, for positions at their current grade level
for which well qualified, for priority referral to any other Air Force
activities determined by the CPO to be within the commuting area of
the current residence of the employee. In addition, they will be
encouraged to register for other positions, grades and locations
acceptable to them at other Air Force activities nationwide.

(2) Determine skills and grade levels (not to exceed
current non-temporary grade) for which the enlisted Status Quo
employee fully meets qualification standards and which are acceptable
to the employee when registering outside the commuting area.

(3) Register enlisted Status Quo employees for referral
to any or all Air Force activities acceptable to them within the 50
states. Zone Coordinator prior approval for registration and referral
to Air Force activities across zone lines is not required.

b. The Air Force has designated Headquarters, Air Force
Reserve, DPC, as the Air Force releasing activity (Activity Code 394A)
for purposes of registering Status Quo personnel occupying officer
level positions. Individuals occupying officer level positions, who
are now, or will become Status Quo within 12 months, are to be
registered by that office. That office will make every effort to
place Status Quo employees within the geographical area of current
employment. Such efforts will be coordinated with the Civilian
Personnel Officer at the location of assignment of the employee.
These employees will be registered at their current grade level, and
for lower acceptable grades, at their own activities and all other
activities in the commuting area which utilize their skills. They may
be registered for referral to any Air Force activities within the 50
states that utilize their skills. Zone Coordinator prior approval for
registration for referral to Air Force activities across zone lines is
not required. They may not be registered for grade levels which
exceed their current non-temporary grade.

c. DD Form 1817 is to be completed in accordance with the
determinations above and Chapter 8, except as modified below:

(1) Item 1 - Program - Element (02). Code "C" will be
entered for the Status Quo registrant.
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(2) Item 8 - Reserve Technician - Element (32). Code
"N". Status Quo registrants are ineligible for or unwilling to
continue reserve membership.

(3) Item 11 - Skills - Element (37) - (41). Skill 1 may
be other than present reserve position. The highest acceptable grade
for a Status Quo registrant will be the current non-temporary grade.
The lowest acceptable grade for a Status Quo registrant will be the
grade level set by the registrant as acceptable.

(4) Section B - Item 1 - Separation Date - Element
(44). Leave blank.

(5) Section B - Item 2 - Release Date - Element (45).
Leave blank.

(6) Section B - Item 3 - Priority - Element (46). Enter
"2".I

(7) Section E - Area of Referral - Item 1 - Zone, Region
or State Selections - Elements (59) - (62). Any time one or more of
these elements is coded, Code "F" must be entered in Component Element
(63).

(8) Section E - Item 2 - Individual Activity Selections -

Elements (64) - (69). Only Air Force activity codes may be entered.

7. Procedures - Air Force Gaining Activities - Air Force gaining
CPOs will :

a. Match vacancies against Stopper Lists and submit
requisitions as outlined in Chapter 4.

b. Make offers in normal priority order - Priority 1 before
Priority 2, and other Priority 2 registrants before Status Quo
Priority 2 registrants. (See Chapter 5, paragraph A5.) Offers will
be made to Status Quo employees using the same geographic area
precedence used for all other priorities. An offer is required to
Status Quo registrants before vacancies can otherwise be filled by
appointment, merit promotion, transfer or reassignment. An offer of a
position previously declined by a Status Quo registrant need not be
made to that registrant a second time.

c. Submit Report Actions on each resume as prescribed in
Chapter 11.

8. Qualifications Disputes. Qualifications disputes between
registering and gaining Air Force activities will be promptly referred
to the Air Force DoD Regional Coordinator having jurisdiction over the
potential gaining activity. The Air Force Regional Coordinator should
refer any disputes that cannot be resolved promptly to the Air Fo~rce
Component Headquarters, USAF/DPCS for resolution.
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APPENDIX G

NATIONAL GUARD TECHNICIAN
DISABILITY PLACEMENT PROGRAM

(Program G)

A. PURPOSE

This appendix provides a method for registering into the DoD
Priority Placement Program certain current and previously employed
National Guard technicians who are eligible for and receiving an
annuity by reason of a disability that disqualifies them for National
Guard membership, or from holding the military grade required for
continued employment. It also provides for the referral of these
National Guard technicians for placement in positions in the
competitive or excepted service at appropriate DoD activities. All
DoD policies and procedures applicable to the Priority Placement
Program set forth in this manual, except as modified herein, apply.

B. REGISTRATION ELIGIBILITY

1. Current or former National Guard technicians who are or were
separated from their positions on or after 31 December 1979 due to a
medical disability that disqualifies them from membership in the
National Guard or from holding their military grades required for
employment, will be registered in the DoD Priority Placement Program,
provided,

a. OPM has determined that the technician is not disabled
under the provisions of 5 US Code, Chapter 83, Section 8337(a), and

b. the technician has either applied for or is receiving an
annuity under 5 US Code, Chapter 83, Section 8337(h).

NOTE: National Guard Technician Personnel Offices (TPO) will document
each case with all pertinent data necessary to support a and b above.

2. The registration of eligible technicians is mandatory.

C. PROGRAM CODE AND PRIORITY

Eligible National Guard technicians will be registered under
program code "G" with a priority of 3. The resumes (DD Forms 1820) of
National Guard technicians will be printed with the legend "National
Guard Program" at the top of the resume form.
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D. PERIOD OF REGISTRATION

A National Guard technician will be eligible to register as soon
as it is determined that the technician is no longer qualified for
membership in the National Guard in accordance with paragraph B
above. Registration eligibility continues indefinitely. Registration
will only be terminated when one of the following occurs:

1. The registrant is placed in any permanent and continuing
Federal position.

2. The registrant declines a position in the Federal Service for
which qualified, provided the position is of the same grade, or
equivalent level, tenure, work schedule and in the same commuting area
of his or her last duty station.

3. The registrant has been restored to earning capacity as
determined by OPM under 5 US Code, Chapter 83, Section 8337.

4. The registrant is subject to any other circumstance which
terminates his or her eligibility for an annuity under 5 US Code,
Chapter 83, Section 8337(h).

E. SELECTION

Registrants selected under these provisions will be expected to
enter on duty within two weeks after acceptance of the offer or in no
case later than 30 days, without the mutual agreement of the
registering and gaining activities.

F. PROCEDURES FOR NATIONAL GUARD REGISTERING ACTIVITIES (NATIONAL
GUARD SUPPORT PERSONNEL MANAGEMENT OFFICE)

1. Eligible individuals will be registered only for DoD
activities within the commuting area of the former technician's last
duty station. Individuals will not be registered for the National
Guard registering activity or for a DoD activity which would incur a
liability for cost of travel or transportation associated with a
permanent change of station (PCS) move.

2. Eligible technicians will be registered only for skills for
which well qualified and only at the grade level or the equivalent
grade level of the National Guard technician position from which
separated.

3. Registering activities will complete DD Form 1817
(registration form) in accordance with Chapter 8, except as modified
below.

a. Section A

(1) Item 1 - Program - element 02. Code "G" will be
entered.
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(2) Item 2 - Skills - elements 37-41. Both the high
grade and low grade will be the same entry (see paragraph F2 above).

b. Section B

(1) Item 1 - Separation date - element (44) leave blank.

(2) Item 2 - Release date - element (45) leave blank.

(3) Item 3 - Priority - element (46) will always be a
"3" .

c. Section E

(1) Item 1. Only individual activity selections will be
entered in elements (64) - (69) in accordance with paragraph Fl above.

(2) When no DoD activities exist within the commuting
area of the Guard technician's last duty station, the area of referral
will reflect only the activity code of the state Technician Personnel
Office, not for referral purposes but to insure a registration
count. In such cases, Item (12), Element 42 or 43, Special
Qualifications, will be completed with the entry "For Registration
Count Only".

G. PROCEDURES - GAINING ACTIVITIES

Potential gaining civilian personnel offices will:

1. Match vacancies in the competitive and eAcepted service
against Stopper Lists and submit requisitions in accordance with the
provisions of Chapter 4.

2. Make offers in normal priority order. An offer to a Priority
3 National Guard technician registrant will be made after other
Priority 3 PPP registrants. The availability of a qualified National
Guard technician Priority 3 registrant precludes the filling of a
vacancy for a continuing position from a register or registers of
competitive eligibles maintained by OPM or agencies with delegated
examining authority, or when an agency requests recruiting assistance
for positions in the excepted service. Availability of a Priority 3
technician does not preclude transfers within the Federal Service.

3. National Guard technicians placed under the provision of this
appendix will be employed under the authority of 5 CFR, Part 213,
Subpart C, Section 213.3102(j), other appropriate excepted authority,
or other appropriate competitive appointing authorities if they have
reinstatement eligibility.

4. Upon appointment or declination of a position offer under the
provisions of this appendix, the gaining activity will notify OPM of
such appointment or declination in accordance with instructions
published in the FPM. The notification will include the date of
appointment or declination and the title, pay plan, series and grade,
and rate of pay of the position.
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H. RECORDS MAINTENANCE

Registering TPO's are responsible for the day-to-day maintenance
of registrant records. In addition, the National Guard Bureau, Falls
Church, Virginia, will, as of 30 June each year request information
from the OPM Bureau of Retirement regarding the status of each current
program registrant. The NGB will notify each responsible registering
TPO and DDSC of any need to update registration data.
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APPENDIX H

OVERSEAS EMPLOYMENT AGREEMENTS

CONDITION OF EMPLOYMENT
(To be reproduced locally)

(Current DoD overseas employees not under the five-year limitation)

This document represents an agreement between the Department of
Defense and the undersigned, and becomes effective upon entrance on
duty in the position for which selected.

It is understood that this overseas assignment in
which has been accomplished through the DoD Priority Placement
Program, is limited to a maximum period of one tour of duty,
i.e., year(s), and that I will be expected to return to the
United States, under a Department of Defense placement program, at the
end of year(s) of satisfactory overseas service, for
reassignment at the grade at which I am being placed.

It is further understood that my refusal to return to the United
States for reassignment at the expiration of one tour of duty,
i.e., year(s), will be the basis for my separation from the
service of the Department of Defense.

(Signature of Personnel Office (Signature of Employee)
Representative)

(Date) (Date)

Figure H-1. Sample Overseas Employment Agreement, employee not under
5-year limitation.
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CONDITION OF EMPLOYMENT
(To be reproduced locally)

(Current DoD employees under the five-year limitation)

This document represents an agreement between the Department of
Defense and the undersigned, and becomes effective upon entrance on
duty in the position for which selected.

It is understood that this overseas assignment in
which has been accomplished through the DoD Priority Placement
Program, is limited to a minimum period of one tour of duty,
i.e., year(s), and the maximum period of 5 years, and that I
will be expected to return to the United States through the exercise
of return rights, or under a Department of Defense placement program,
as appropriate, upon completion of satisfactory overseas service.

It is further understood that my refusal to return to the United
States for assignment will be the basis for my separation from the
service of the Department of Defense.

(Signature of Personnel Office (Signature of Employee)
Representative)

(Date) (Date)

Figure H-2. Sample Overseas Employment Agreement, employee under
5-year limitation.
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APPENDIX I

DOD MILITARY SPOUSE PREFERENCE PROGRAM

(Program S)

A. APPLICATION

This appendix prescribes policies and procedures of the Department
of Defense Priority Placement Program (PPP) concerning the
registration, referral and placement of spouses of active duty
military sponsors of the U.S. Armed Forces, including the U.S. Coast
Guard, whose employment preference entitlement stems from Public Laws
99-145, 99-661 and 100-180, Section 806, "Employment Opportunities for
Military Spouses."

B. PURPOSE

1. This appendix provides systematic referral of spouses of
active duty military sponsors of the U.S. Armed Forces, including the
U.S. Coast Guard. Program S is the only means by which eligible
military spouses will be offered spousal priority referral for
appropriate vacancies at DoD activities within the commuting area of
the duty station of the military sponsor, except for those referred on
Office of Personnel Management certificates.

2. Program S applies when filling positions in the competitive
service. Excepted service jobs are excluded. Competitive and
excepted service positions in foreign areas are excluded.

3. All DoD policies and procedures applicable to the PPP, as set

forth in DoD 1400.20-1-M, apply except as modified in this appendix.

C. AUTHORITY

1. Public Laws 99-145, 99-661, 100-180, Section 806.

2. DoD instruction 1404.12, 12 January 1989, Subject:
"Employment of Spouses of Active Duty Military Members Stationed
Worldwide."

D. REFERRAL LIMITATIONS

1. This appendix does not apply:

a. if military spouses are not appointable under paragraph El
below or when making placements of spouses from an OPM register.

b. for overseas and nonappropriated fund (NAF) positions
covered by DoD Directive 1400.23 and DoD Manual 1404.1-M.

1-1



DoD 1400.20-1-M

c. When positions being filled are under DoD component career
program procedures. (Components are responsible for establishing
procedures for matching preference eligibles to vacancies filled
through career program procedures.)

d. in situations where the vacancy is at the full performance
level and is covered by a mandatory mobility agreement.

e. if spouses are already employed on a part-time
intermittent or time-limited appointment expected to be continued one
year or longer in the Federal service, including NAF positions, in the
commuting area of the military sponsor's new duty station. Military
spouses already employed on a part-time basis or under a time-limited
appointment of less than one year in the Federal service must be
selected only when referred for full-time continuing positions.

2. Spousal preference does not apply when placements are into
positions expected to last less than one year. However, a preference
eligible may be accorded PPP referral to a "noncontinuing" position;
i.e., a position expected to last less than one year. Acceptance of
the position does not terminate preference unless actual occupancy in
it extends for one year or longer. Declination of the position does
not terminate preference entitlement.

E. REGISTRATION

1. Elicgibility - Subject to requirements shown at paragraph 2
below, eligible spouses of the following active duty military members
are to be accorded entitlement to spousal employment preference.

a. A military sponsor assigned as the result of a permanent
change of station (PCS) from overseas to the United States, including
U.S. Territories or Possessions or to a different commuting area
within the U.S. including U.S. Territories or Possessions.

b. New recruits to active duty in the Armed Forces relocated
to a new and permanent duty station after completing basic and
advanced individual training at one or several temporary duty
stations.

c. Other new recruits who receive permanent assignments at
the same duty station where all of their initial entry training was
received.

d. Former military members placed directly within their
permanent units of assignment without undergoing initial entry
training.

2. Registration is subject to the following conditions.

a. The spouse entered into marriage with the military sponsor
prior to the sponsor's reporting date into the new geographic area.
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b. The spouse is fully qualified for positions at grade
levels GS/GM-15 and below or equivalent wage grade positions for which
registered. (See paragraph G2 below and DoD Manual 1400.20-1-M,
Chapter 3, paragraph B12.)

c. The spouse furnishes a copy of PCS orders identifying the
military sponsor's reporting date to the new duty location or supplies
written evidence or documentation which verifies eligibility.

d. The military sponsor makes a PCS from the United States to
an overseas location on an unaccompanied tour and the orders specify
the sequential assignment. For example, if the sponsor leaves Fort
Belvoir for a one year unaccompanied tour to Panama and the orders
specify that the next assignment after Panama will be Fort Knox, KY,
the spouse could relocate to Fort Knox at any time during the year
that the sponsor is in Panama and be registered in Program S.

e. The spouse wishes to relocate from within the United
States to the sponsor's new US duty station upon sponsor's return from
an overseas unaccompanied tour.

f. The spouse is immediately appointable to a job in the
competitive service, i.e., is a current Federal employee with
reassignment or transfer eligibility, has reinstatement eligibility,
or eligibility under Executive Order 12362 (as amended), and meets all
pre-employment criteria, e.g., suitability, and citizenship.

Registration into Program S is voluntary. Eligible military spouses
will not receive preference unless they have registered under Program
S and appear on the Stopper List. However, a manual system must be
maintained only for spouses who are applying through OPM or a
Delegated Examining Unit, or for excepted service positions.

3. Ineligibility - Spouse preference is not applicable during a
spouse's relocation within CONUS when:

a. the military sponsor is placed on an unaccompanied
overseas tour unless the orders specify the sequential assignment.

b. there is a PCS move in conjunction with the retirement or

separation of the military member.

F. REGISTRATION TIMEFRAME

1. Registration continues without time restriction; however,

a. Can occur no earlier than 30 days before sponsor's
reporting date to new location.

b. Eligible family members with less than six months' time
remaining in area may be nonselected for permanent continuing
positions.
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G. SPECIAL REGISTRATION POLICIES:

1. Registration of an eligible military spouse may be effected in
full at the losing A-coded activity or after arrival at an A-coded
activity in the gaining area. Those who elect to register at the
losing activity who are not placed prior to departure and those who
elect to wait and register in the new commuting area (following the
PCS move) must be counseled to report to the A-coded activity CPO to
which the sponsor is being assigned or to another A-coded activity
regardless of component, in the commuting area which is the spouse's
primary choice for employment. Of course, the spouse may report for
registration to only one A-Coded activity. The spouse must handcarry
a completed SF-75, or equivalent, to the A-coded activity in the
gaining area.

2. An eligible spouse may be registered for up to five skills but
is restricted to those series, grades and options for which fully
qualified. Spouses may be registered at a grade level no higher than
that previously held on a permanent basis, down to any grade for which
qualified and available. When the preference eligible's only Federal
service was overseas and under time-limited appointment(s),
registration may be for the highest grade held, down to the lowest
grade for which qualified and available. Persons who have
reinstatement eligibility, as well as current eligibility under
Executive Order 12362, may be registered at grade levels on the basis
of the Executive Order 12362 eligibility if that is more beneficial.

3. If registered prior to the PCS, the newly selected A-coded
activity will complete a DD Form 1819, File Maintenance Change, to
reflect the new activity code, address, telephone number and any other
data needing revision. The "old" activity code must be shown in the
four boxes on the top line next to "registering activity code" and the
"new" code shown as an entry under "element number". Show "03" and
the new "A" coded activity in the first four boxes to the right. The
DD 1819 will be submitted to the DoD Data Support Center, Dayton, OH
45444-4310, immediately. A notice will be generated by DDSC computer
to inform the "old" activity that servicing is now the responsibility
of the "new" activity.

4. An eligible spouse who is not currently employed by DoD may
obtain needed registration assistance at an A-coded activity CPO in
the gaining area as specified in paragraph Gl, or when registration is
desired in advance, at an A-coded activity CPO in the losing area.

H. REGISTERING DoD ACTIVITY PROCEDURES

1. Registering DoD activities will:

af. Confirm registration eligibility.
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b. Complete Registration Form, DD 1817, (or input over
Bulletin Board System (BBS) if active) as follows:

(1) Element (02), enter "S."

(2) Element (03), enter Registering Activity Code.

(3) Elements (42) and (43), Special Qualifications, will
be used to document eligibility, i.e., "Current Employee,"
"Reinstatement Eligible," or "E.O. 12362 Eligible," and losing
activity code.

(4) Elements (44) and (45), leave blank. These elements
will be coded by the computer and will be one year from the date the
registration is entered into the system.

(5) Element (46), enter 3.

(6) Element (47), enter overseas country location code if
returning from overseas.

(7) Element (48), enter "N" if entry is made in element
47.

c. Provide spouse counseling regarding:

(1) Provisions of the PPP and DoD Instruction 1404.12.

(2) The spouses' option to delay PPP registration and
contact a DoD A-coded CPO to register on or after arrival in the
gaining area.

(3) The importance of keeping registration data current
since failure to do so may lead to a loss of consideration.

(4) The requirement that, at time of registration, the
spouse must be fully qualified for skills for which registered.

(5) When referred for positions in which competitive
procedures are applied, the spouse must comply with established
recruitment procedures (i.e., complete KSAs, report for interview,
etc.). Refusal to participate in the merit process is considered a
declination and is the basis for terminating Spouse Preference
entitlement. If the spouse is among the best qualified, he/she
receives preference and must be selected.

(6) The requirement to accept or decline an offer within
24 hours.

I-5



DoD 1400.20-1-M

(7) Preference under current eligibility will terminate:

(a) upon acceptance or declination of an offer of
full-time, non-temporary employment in the Federal service, including
NAF.

(b) upon acceptance or declination of a full-time
temporary position in the Federal service, including NAF, which is in
fact a "continuing" position. For spouse preference purposes, a
"continuing" position is defined as a full time position expected to
continue one year or longer.

(c) upon acceptance or declination of an offer in the
Federal service, including NAF, into a part time or intermittent
position expected to be continued one year or longer, if the spouse
indicated availability for such a position.

(d) upon employment with a non-DoD Federal agency in
the local area.

(e) upon refusal to participate in the established
recruitment procedures.

(8) The fact that spouse preference eligibles are NOT
entitled to:

(a) Reimbursement for relocation expenses under theJT R.

(b) Retained pay. (The enabling legislation on spouse
preference does not provide for retained pay. However, such payments
are left to the discretion of the employing activity provided the
spouse meets all applicable eligibility standards imposed by law and
the Office of Personnel Management.)

d. Obtain from the military spouse a current SF-171 and a
copy of the most recent performance appraisal. NOTE: When the
registering activity is being changed as described in paragraph G
above, the military spouse must also furnish a current SF-171 and the
most recent performance appraisal to the new A-coded activity. These
documents are essential and must be furnished by the registering
activity to a potential gaining activity when considering registrants
for positions being filled under competitive procedures.

e. Establish the period of registration (beginning date of
registration will be no earlier than 30 days prior to the scheduled
departure).

f'. Send the registration through BBS processing or by mail to
the Defense Data Support Center, Dayton, OH 45444-5310, immediately.

g. Retain PPP registration records.
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h. Submit appropriate file maintenance actions to keep the
registration data current.

(1) If the program is "S no matter what is entered in
Elements (44) or (45), the date will always be changed by the computer
to one year from the date of registration. Forty-five days prior to
the separation/release date, a tickler will be generated from the
computer to the registering activity as a reminder that the
registration needs to be reviewed and then file maintained for an
additional year. The CPO is to enter all 9's in either Element (44)
or (45), and the system will establish the new separation/release date
as one year from the date of entry of the file maintenance into the
system.

i. Relay offers and inform the registrant that acceptance or
declination of a valid offer will result in deletion from Program S
and loss of entitlement to further spouse preference under the current
eligibility. Deletion may be accomplished by BBS, calling in to the
electric secretary, or returning the DD Form 1820, Report Action,
promptly to Defense Data Support Center, Dayton, OH 45444-5310.

2. A spouse preference eligible is permitted registration even
though such registration falls within a six month period immediately
following a promotion received while serving in an overseas
assignment.

I. GAINING ACTIVITY POLICY & PROCEDURES:

1. Potential gaining activities will match all appropriate
vacancies against applicable Stopper Lists (or under Autodin
procedures) as prescribed in this manual and with the following
clarification.

a. The presence of a spouse prohibits appointments (including
reinstatements) unless one of the following alternate sources are
used: appointments of 30% disabled veterans, VRA appointments,
transfers, reassignments, changes to lower grade, placements to
correct equal employment opportunity deficiencies, placements of the
handicapped and persons returning from tours of duty overseas.

b. Under competitive merit promotion procedures, the presence
of a priority 3, military spouse, prohibits selection of an internal
candidate when a spouse is rated best qualified. However, when
priority 1 or 2 registrants appear on the Stopper List, activities are
not authorized to fill the position under competitive procedures.

c. Spousal preference must be applied when a CPO is using
employment sources such as registers from OPM area offices or
Delegated Examining Units or when recruiting under Direct-Hire
authorities.
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d. An ampersand (&) to the right of the number of available
registrants appearing on the Stopper List will indicate the
availability of one or more military spouse preference registrants.
Following requisitioning by the gaining activity, the Special
Qualification information provided by the resume will identify the
basis for registration, and therefore, the treatment each registrant
must receive.

e. Activities planning to fill positions through competitive
procedures should requisition using referral code "S." As a result,
the requisitioning activity will receive Referral Resumes of Priority
1 and 2 registrants and also all Priority 3's registered under the
Spousal Program.

f. Refusal by the spouse to participate in established
recruitment procedure (i. e., interview, KSAs, etc.) is considered a
declination and is the basis for terminating Spouse Preference
entitlement.

g. When competitive procedures are used, only those spouse
preference eligibles who are in the "best qualified" (BQ) group will
be referred. The gaining activity is responsible for making the BQ
determination for the spouse and other candidates. When a military
spouse preference eligible is referred as BQ, he/she must be
selected. In cases where more than one BQ spouse preference eligible
is referred, either may be selected.

h. Activities must conduct ratings and rankings of eligible
preference registrants each time he/she is matched with an activity
vacancy even if such registrant previously failed to rank in the BQ
grouping. Failure to be ranked BQ for one vacancy does not terminate
consideration for preference for subsequent vacancies.

i. When filling positions under competitive procedures,
consideration of military spouse registrants shall be extended to
eligibles on the Stopper List in effect on the closing date of the
merit promotion announcement or on the properly established closing
date when certification is from existing registers or referral lists
prepared by computer.

j. Spouse preference eligibles with less than six months time
remaining in the area may be nonselected for permanent continuing
positions.

k. A spouse preference eligible may be displaced by a
Priority 1 or 2 registrant while temporarily appointed on a continuing
position. Heads of DoD Components may establish guidelines for
extension of preference if a spouse experiences unanticipated
displacement (before the limitation date) from a position gained under
p:eference and expected to continue for one year or longer.
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1. When the military spouse eligible cannot be located by the
registering activity after reasonable efforts, the potential gaining
activity may continue the staffing action without further
consideration of that registrant. However, such action will not
terminate preference eligibility. A report action 26 with narrative
explanation must be sent to DDSC. Documentation must be maintained to
provide an audit trail.

m. The resume of a military spouse will be identified in the
heading of the DD Form 1820 or on Autodin-generated resumes with the
printed legend, "Military Spouse Preference Program."

2. Heads of DoD components may establish guidelines for approving
exceptions to spouse preference policies. Exceptions shall be rare
and based only on compelling hardship to the DoD component mission or
the applicant. In establishing guidelines, heads of DoD components
may delegate authority for making exceptions.
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APPENDIX J

ARMY MILITARY TECHNICIAN PROGRAM
Applicable to Army Activities Only

(Program D)

A. APPLICATION

This appendix applies to Army activities only and provides a
method for registration in the Priority Placement Program (PPP) of
U.S. Army Reserve (USARW Military Technicians (MT) who are subject to
PL 98-212. Registration is limited to those MTs who were intially
employed after 8 December 1983 and who are scheduled to be separated
from their civilian positions as a result of loss of Selected Reserve
membership, through no fault of their own, as defined in AR 140-315,
Employment and Utilization of Army Reserve Military Technicians.

B. PURPOSE

This appendix provides a method of referral of USAR MTs for
placement consideration in non-USAR MT positions at Army activities
within the 50 United States. All DoD policies and procedures
applicable to the PPP, as contained in DoD 1400.20-1-M, are to be
applied, except as modified herein.

C. REGISTRATION ELIGIBILITY

Current MTs are eligible for registration upon receipt of a
proposed separation notice under conditions described in paragraph A
above. MTs who are scheduled to be separated by reason of military
retirement may be registered up to 12 months prior to the anticipated
retirement date.

D. PROGRAM CODE AND PRIORITY

Army MTs will be registered under Program Code "D", with priority
2, to apply only after all other priority 2 registrants. Registration
under Program Code "A" as Priority 2 is not auth-.rized.

E. PERIOD OF REGISTRATION

Registrants will remain in the Program until they are placed,
become unavailable for placement, are deleted by the registering Army
activity, or for one year following separation, whichever occurs
first. Registrants will be expected to accept offers at locations and
for positions and grade levels for which registered. Registrants who
decline a valid offer of a position at their current grade level will
be deleted by the registering Army activity.

P. REPORT ACTIONS

1. Gaining Activities will submit report actions as specified in
Chapter 11, paragraph E.
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2. Releasing Activities will submit report actions as specified
in Chapter 11, paragraph B, except that Report Action 02, Declination
of Offer, will be used only when MTs decline an offer of a position at
their current grade level. Declinations of offers of positions at
grades lower than current grade are not to be reported by releasing
activities.

G. COST OF TRAVEL AND TRANSPORTATION

Travel and transportation expenses will be paid by the releasing
Army activity for placements in continuing, non-temporary positions.
Payment of travel expenses will be in accordance with Volume 2, Joint
Travel Regulations.

H. RELEASE OF REGISTRANTS

Registrants who accept offers normally will be released within two
weeks after acceptance of the offer, or in no case, later than 30 days
without mutual agreement between releasing and gaining activities.

I. PROCEDURES - ARMY RELEASING ACTIVITIES

1. Civilian personnel offices (CPO) servicing MTs whose
separation is proposed will:

a. Determine skills and grade levels (not to exceed current
non-temporary grade) for which MTs meet qualifications criteria
described in Chapter 3 and are otherwise eligible for registration.

b. Register all such employees on a voluntary basis for
referral to other Army activities acceptable to the employees, and at
current and lower grades acceptable to them, when in the opinion of
the CPO, such registration will provide reasonable placement
opportunities within 1 year.

c. Register all such employees (on a mandatory basis, if
necessary) at their current grade level for positions for which well
qualified (as described in Chapter 3) for priority referral to all
other Army activities determined by the CPO to be within the commuting
area of the current residence of the employee.

2. MTs may be voluntarily registered for referral to any or all
Army activities within the 50 United States. Zone Coordinator prior
approval for such registration and referral is not required.

3. Complete DD Form 1817 in accordance with Chapter 8 and the
determination above, except as modified below:

a. Section A -Item 1 - Program - Element (02). Code "D" will
be entered for the MT registrant.

b. Item 11 - Skills - Elements (37) - (41). Skill 1 may be
other than present reserve position. The highest acceptable grade for
a MT registrant will be the current non-temporary grade. The lowest
acceptable grade for a MT registrant will be any lower grade
acceptable to the registrant.
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c. Section B - Item 1 - Separation Date - Element (44).
Enter date of scheduled separation.

d. Item 2 - Release Date - Element (45).
Enter date which is one year from date of separation.

e. Item 3 - Priority - Element (46).
Enter "2".

f. Section E - Area of Referral - Item 1 - Zone, Region or
State Selections - Elements (59) - (62). Any time one or more of
these elements is coded, Code "A" must be entered in Component Element
(63).

g. Item 2 - Individual Activity Selections - Elements (64) -
(69). Only Army activity codes may be entered.

J. PROCEDURES - ARMY GAINING ACTIVITIES. Army gaining CPOs will:

1. Match vacancies against Stopper Lists and submit requisitions
as outlined in chapters 4 and 10.

2. Make offers in normal priority order. Priority 2 Army MTs
will be made offers after all other Priority 2's.

3. Submit Report Actions on each resume as prescribed in Chapter
11.

4. Refer qualification disputes between registering and gaining
Army activities to the Army Regional Placement Coordinator having
jurisdiction over the potential gaining activity.
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APPENDIX K

NATIONAL GUARD TECHNICIAN EMPLOYMENT PROGRAM

(PROGRAM K)

A. PURPOSE

1. This appendix prescribes policies and procedures of the
Department of Defense (DoD) Priority Placement Program (PPP)
concerning the registration, referral and placement of Department of
Army and Department of Air Force, National Guard Technicians, who are
being involuntarily separated for reasons other than for cause and are
accorded competitive status for purposes of transferring to the
competitive service by Public Law 99-586. These policies and
procedures will be identified within the PPP as Program "K" and will
apply when filling positions in both the competitive and excepted
service.

2. Program K will be used to refer eligible Guard Technicians to
DoD activities throughout the 50 United States, possessions and
territories, except for those being separated for disability under an
OPM approved disability per Title 5 USC, Section 8337(a). Technicians
determined by OPM to be disabled in accordance with 5 USC, Section
8337(a) are not eligible for placement through the PPP. Those
eligible for and receiving an annuity in accordance with 4 USC,
Section 8337(h) will be placed through the procedures contained in
Appendix G, National Guard Technician Disability Placement Program.

3. All policy and procedures of the DoD PPP, as set forth in this
manual (DoD 1400.20-1-M), apply except as modified in this appendix.

B. AUTHORITY

1. Public Law 99-586.

2. DoD Directive, Number 1400.20, dated June 16, 1981.

C. REGISTRATION ELIGIBILITY

National Guard Technicians meeting the conditions of paragraph Al,
above, as clarified by paragraph A2, may be registered in Program K,
upon receipt of a proposed separation notice.

D. PROGRAM CODE AND PRIORITY

Guard Technicians will be registered under Program K and will be
accorded Priority 2 after all other Priority 2 registrants. They will
be given equal consideration to those individuals registered in the
Army Military Technician and Air Force Status Quo Programs under the
provisions of Appendices J and F of this manual, respectively.
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E. PERIOD OF CONSIDERATION

Registrants will be mandatorily registered during their notice
period in accordance with paragraph Ilc below. They will remain in
the Program until they are placed, become unavailable for placement,
are deleted by the registering National Guard activity or, at their
option, for one year following separation, whichever occurs first.
Registrants will be expected to accept offers at locations, for
positions and at grade levels for which registered. Registrants who
decline a valid offer of a position at their current grade level will
be deleted by the registering activity.

F. REPORT ACTIONS

1. Gaining activities will submit report actions as specified in
Chapter 11, paragraph E.

2. Releasing activities will submit report actions as specified
in Chapter 11, paragraph B, except that Report Action 02/Declination
of Offer, will be used only when Guard Technicians decline an offer of
a position at their current grade level. Declinations of offers of
positions at grades lower than current grade are not to be reported by
releasing activities. Gaining activities should provide a report
action 15 for declination at current grade level and report action 26
(with explanation) for declinations at grades lower than current
grade.

G. COST OF TRAVEL AND TRANSPORTATION

Travel and transportation expenses will be paid by the releasing
National Guard activity for placements into continuing, non-temporary
positions involving relocation. Payment of travel expenses will be in
accordance with Volume 2 of the Joint Travel Regulations.

H. RELEASE OF REGISTRANTS

Registrants who accept offers normally will be released within two
weeks and, in no case, later than 30 days after acceptance of the
offer without mutual agreement between the releasing and gaining
activities.

I. PROCEDURES - RELEASING ACTIVITIES

1. Support Personnel Management Offices (SPMOs) servicing Guard
Technicians whose separation has been proposed will:

a. Determine skills and grade levels (not to exceed current
non-temporary grade) for which Guard Technician registrants meet
qualifications criteria described in Chapter 3 (well qualified) as
well as eligibility for registration.
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b. Register all such employees on a voluntary basis for
referral to other DoD activities acceptable to the employees, and at
current and lower grades acceptable to them when, in the opinion of
the SPMO, such registration will provide reasonable placement
opportunities.

c. Register all such employees (on a mandatory basis, if
necessary) at their current grade level for positions for which well
qualified (reference Chapter 3) for priority referral to all DoD
activities which are determined by the SPMO to be within the commuting
areas of the registrant's current residence.

2. Registration outside the commuting area of the registrant's
current residence should be accomplished IAW the provisions of Chapter
3, paragraph B9a.

3. The DD 1817 registration form is completed by the registering
activity using the information provided above and the following
directions:

a. Element (02) - Code "K" will be entered for Guard
Technician registrants.

b. Element (37)-(41) - Skill 1 may be other than the present
guard position. The highest acceptable grade will be the current non-
temporary grade. The lowest grade will be any lower, acceptable grade
subject to the three GS grade (or equivalent) limitation.

c. Element (44) - This will be the date of scheduled
separation.

d. Element (45) - The Release Date is one year from the date

of separation.

e. Element (46) - Priority "2".

J. PROCEDURES - GAINING ACTIVITIES

Gaining Civilian Personnel Offices (CPOs) will:

1. Match vacancies against Stopper Lists and submit requisitions
as outlined in Chapters 4 and 10.

2. Make offers in normal priority order IAW paragraph D, above.

3. Submit Report Actions on each resume as prescribed IAW para F
above and Chapter 11.
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K. REPORTS

The Zone Coordinators and the Component Coordinators will receive
complete and detailed, computer-generated reports every thirty days or
upon demand. Reports will include data on registrations, placements,
declinations (current grade only), etc., by activity, region, zone and
DoO Component.
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Agreement to Serve Renewal Tour ............... Ch 6, Para B5c, P 6-5
App H, P H-2

Displaced Overseas Employees Returning to
United States Without Placement Offer ..... Ch 6, Para B2c, P 6-2

Overseas Employee Accepting Lower Grade or
Demoted to Lower Grade Prior to 1 Sep 1977.Ch 6, Para Dl, P 6-11

Overseas Employee Evacuated ................... Ch 6, Para A3, P 6-1

PART-TIME, INTERMITTENT,SEASONAL, and ON-CALL POSITIONS (see OFFERS)

PERFORMANCE/CONDUCT:

Effect on PPP Registration ................... Ch 3, Para A4, 3-2
Reviewing for OEP Registration Eligibilty ...... Ch 7, Para F4, P 7-4

PERFORMANCE TEST: ................................. Ch 2, Para J5, P 2-9

PHYSICAL EXAMINATIONS: ........................... Ch 2, Para J4, P 2-9

POSITIVE RECRUITING LIST (OEP):

Positions Listed ..... ....................... Ch 7, Para B2, P 7-1

PRIORITIES:

Actions Prohibited by Priorities 1 & 2 ........ Ch 4, Para Ala, P 4-1
Actions Prohibited by Priority 3............... Ch 4, Para Alb, P 4-1
Definition of Priorities........................ Ch 3, Para A6, P 3-5
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Program ..................................... App G, Para C, P G-1
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Overseas Employee Whose Stateside

Position has been Abolished ...... Ch 3, Para A6a(2)(b), P 3-6
Retained Grade Employee ................... App B, Para C7a(7), P B-5
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Demotion .............. . . ... .............. Ch 3, Para A7a, P 3-7
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Prohibited Through the PPP ................... Ch 3, Para B18, P 3-13
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Repromotion Consideration ..................... Ch 2, Para J7, P 2-10
Temporary ........ . .......... o .... Ch 4, Para Bla(4), P 4-7

QUALIFICATIONS:
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Mutual Decision ................................ Ch 5, Para Cl, P 5-5
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RECRUIThENT: ..................................... Ch 4, Para A20, P 4-6
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Military Spouse Preference Program ............. App I, Para F, P 1-3
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Ineligibility ................ ................... Ch 3, Para A4, P 3-2
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Military Spouse Preference Program ............. App I, Para E, P 1-2
National Guard Technician Employment Program...App K, Para C, P K-l
National Guard Technician Disability

Placement Program .................................... App G, Para B, P G-1
Nondisplaced Overseas Employee Following

Permanent Promotion ....................... Ch 6, Para C5d, P 6-10
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Nondisplaced Overseas Employees having Return

Rights .................................... Ch 6, Para C5b, P 6-10
Overseas Employment Program:

Up to Three Skills ........................... Ch 7, Para B3, P 7-2
Priority Placement Program:

Acceptable Pay Systems .................... Ch 3, Para B14, P 3-13
Below Current Grade ........................ Ch 3, Para B8, P 3-10
Merit Pay Designation .................... Ch 3, Para B20a, P 3-14
Registration for Up to Five Skills ........ Ch 3, Para Bll, P 3-12
Three GS Grades or Equivalent ............. Ch 3, Para B18, P 3-13
Well Qualified ............................ Ch 3, Para B12, P 3-12
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Z-9



DOD Manual 1400.20-1-M
INDEX

REPORT ACTIONS:

CPO Requested Deletion of Registrant ........ Ch 11, Para B10, P 11-5
Declination of Offer ............ ... Ch 11, Para Bl, P 11-1
Gaining Activity Report Actions for Referral

Resumes .................................... Ch 11, Para E, P 11-7
Notice of Overdue Registrant Report Action to

Releasing Activities ....................... Ch ii, Para D, P 11-7
Notice of Overdue Resume Report Action

(Gaining Activities) ...................... Ch ii, Para F, P 11-10
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"DEPARTMENT OF DEFENSE

DATA SUPPORT CENTER
DEFENSE ELECTRONICS SUPPLY CENTER SDAYTON. 

OH 45444-5310

IN REPLY

REFERTO DDSC (Mrs. Madges/AV 086-5156) 15 May 91

SUBJECT: Priority Placement Program (PPP) Update 91-1

TO: Civilian Personnel Officer
Ali DoD Activities

1. Enclosed you will find the following attachments relating to the PPP:

a. DoD 1400.20-1-M, Change 1.

b. Synopsis of Changes, Additions, Deletions which briefly explains

the changes Included in DoD 1400.20-1-M, Change 1.

c. Civilian Intelligence Personnel Management System (CIPMS) fact
sheet along with OPM Letter 315-27. dated 7 May 90 and Personnel
Interchange Agreement. OPM and DoD have established an agreement
permitting movement between the competitive civil service and positions in
the CIPMS in the military departments. We have incorporated CIPUS
references throughout the manual and provided further explanation in the
fact sheet.

2. The following information does not require a manual change but is
important for those of your staff who work with the PPP.

a. Changes to the Office of Personnel Management (OPM) Qualification
Standards for the GS-391/393 and the GS-544/590 require the following
changes when registering or requisitioning for these skills:

(II For GS-391/393. Series GS-393, Communications Specialist.
has been abolished with coverage now under the GS-391, Telecommunications.
Therefore, if you have a match in either series (with appropriate option
of TYA, STC. DAT, if required) . you must requisition for the GS-391 and
the computer will match the GS-391 AND GS-393 series. This automatic
computer matching will be effective 17 June 91. As of this date the TEB
option for the GS-393 will be obsolete and may not be used. When
registering employees, you should use the GS-391 series and not the
GS-393.

(2) For 0S-544/590. Series GS-590. Time and Leave, has been
abolished with coverage now under GS-544, Civilian Pay. Therefore, if you
have a match in either series (with appropriate option, if required), you
must requisition for the GS-544 and the computer will match the GS-544 AND
the OS-590 series. This automatic computer matching will be effective
17 June 91. When registering employees, you should use the GS-544 series
and not the GS-590.
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b. We have added GS-326. Office Automation Clerical and Assistance
Series, to the list of series covered by OPM's X-118 Clerical and
Administrative Support Standard, at grades GS-1 through 4. Effective
immediately, individuals registering for OS-300 (TYAI, Grades 1. 2, 3, and
4 will be referred automatically for OS-326. Individuals will be referred
for the GS-326 only if registered for the GS-300 (TYA) since the new
series has a typing proficiency requirement.

c. When registering individuals for grade levels in the Retained
Grade (R) Program, remember that the HIGH and LOW grades shown in Elements
37 through 41 MUST be the same as those indicated in Element 12 which is
thi position to which the registrant has retained grade entitlement.

d. Our office sends messages through your local communications
center, subject: Notice of Overdue Registrant Report Action. which
explains that a report action has been received by DDSC which would
require removal of a registrant who is currently registered by your
activity. Since report actions. based on referral of an individual
through the requisitioning process, are sometimes completed with incorrect
report actions (i.e., a Code 14 when the position is temporary), it is
imperative that you NOT automatically remove the registrant. Of course,
after reviewing your file, if the registrant should be removed from the
Program, you should submit the appropriate report action. However, if it
appears the individual has not received a valid offer and, therefore,
should not be deleted from the Program, please contact your servicing(
specialist at DDSC for assistance.

3. The Overseas Employment Program (OEP) Acceptance List has been updated
and was distributed last month. This List, dated I Feb 91. will replace
the one dated 10 May 89.

AIES D. FORINkSH
Chief, Defense Data

Support Center



SYNOPSIS OF CHANGES, ADDITIONS, DELETIONS

DoD 1400.20-1-M
May 1991

1. Chapter 2.

a. Explains that use of optional items such as Relocation Services
are not required payments under PPP. (Paragraph Fl)

2. Chapter 3.

a. Includes displaced CIPMS employees under eligibility for "A'

Program. (Paragraph A2)

b. Does not limit CIPMS Excepted Service registrants to Excepted
Service Positions only; however, requires input in Elements 42 or 43 to
identify such registrations. (Paragraph A3)

c. Explains circumstances when registrant is required to register
down to and including two grade or pay levels below current grade.
(Paragraph B3 and B3a)

d. Involuntary registrants are not permitted to expand their area of
availability beyond the commuting area after separation without approval
from the Zone Coordinator. (Paragraph B3d and B6)

e. Requires removal of registrant who does not have entitlement to
severance pay upon declination of an offer whether outside or within
commuting area. (Paragraph B7)

f. Instructs that within an area of referral individuals must
normally be willing to register for all activities which utilize his/her
skills and further defines "all* activities. (Paragraph B~a)

g. Permits CIPMS employee registration no higher than current grade.
(Paragraph B16)

h. Excludes GS-2091, Sales Store Clerical from automatic referral
under the GS-300 series. (Paragraph B21a; B28o; Chapter 4. Paragraph DNc)

i. Requires registrants to indicate availability/non-availability for
non-DoD Federal agency positions and that declination of such a "valid"
offer will result in removal from the PPP. (Paragraph B28)

3. Chapter 4.

a. Adds "gradual" retirement annuitants to trial annuitants who are
not subject to matching against the Stopper List. (Paragraph A2)

b. Includes as an exception from Priority 1 and 2 restrictions, those
persons who are returning from Bureau of Employee Compensation (BEC) rolls
to a position at a grade no higher than that held at the time of BEC
eligibility. (Paragraph Blr)
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c. Establishes automatic computer referral for those individuals

registered for the WG-O0000, Grades 1, 2. 3. or 4 when the specific series
is requisitioned. This automatic computer matching will be effective

17 June 91. (Paragraph D5)

d. Establishes automatic computer referral for those individuals
registered for the WG-01111-5 when the requisition is for the specific
Trades Helper position. This automatic computer matching will be
effective 17 June 91. (Paragraph D6)

4. Chanter 5

a. Includes the regulatory requirement that an offer must be in
writing when declination of such would result in loss of severance pay.
(Paragraph A5)

5. Chapter 6

a. Includes displaced and non-displaced overseas CIPUS employees
under eligibility for 'A' Program registration. (Paragraph BI; Cl; C2d;
GI)

b. On a case-by-case basis, Component Coordinators have the authority
to allow nondisplaced overseas individuals to remain in the PPP after
their employment terminates. This will be for compassionate reasons and
the registrant will be restricted to their stateside commuting area.
(Paragraph C5)

c. Allows *A* Program family members a broader choice in selecting
their registering activity. (Paragraph Gla(2))

6. Chapter 8

a. Requires entry in Element 24 to indicate availability/non-
availability for consideration by non-DoD federal agencies. Active
registrations should be changed through file maintenance. (Paragraph B7i)

b. Requires entry in Element 25 as to whether registrant is currently
in the Excepted Service. Active registrations should be changed through
file maintenance. (Paragraph B7j)

c. Explains that for consideration of the GS-2091, Sales Store
Clerical, individuals must register for the specific series since it is no
longer included with the GS-300 for PPP purposes. (Paragraph Bl3g(2)(a))

d. Adds explanation of series not covered by the WO-Oil1, namely,
Warehouse Worker, Motor Vehicle Operator, and Forklift Operator which
requires registration by specific series. (Paragraph Bl3g(2)(c))

e. Requires statement in Elements 42 or 43 to identify CIPMS
registrants whose eligibility is based on the Personnel Interchange
Agreement between DoD and OPM. (Paragrioh B14)

f. Changes requirements for Elements 24 and 25 of DD Form 1817.
(Figure 8-19)
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7. Chapter 10

a. Adds referral code "Q" for requisitions requirintg referral-of bothi I -,'
registrants who indicated availability for temporary positions and all 'S'
Program registrants. (Paragraph B4g(5))

8. Appendix B

a. Clarifies the conditions under which grade retention will be given
when an individual accepts a lower graded position as a result of a
reduction in force notice. (Paragraph A2)

b. Changes the policy on area of availability for 'R' Program
registrants. (Paragraph CS)

9. Appendix D

a. Removed the option code (TEB) from the GS-393 series.

9. Nondisplaced Family Member Employees Matrix

a. 'A' Program allows family members a broader choice in selecting
their registering activity. (Matrix, page 3. Registration Procedures)

(l )



Office of Personnel Management FPM Letter 315-27

Federal Personnel Manual SystemPub advae
o1 eNxorporation in FPIM

FPM Letter 315- 27 chapter 315

SUBJECT: Personnel Interchange Agreement Covering Employees RETAIN UNTIL SLMERE
of the Department of Defense Civilian Intelligence
Personnel Management System Washington. 0. C. 20415

May 7, 1990

Heads ol Departments and Independent Establishments:

1. OPM and the Department of Defense have established an agreement permitting movement between the

competitive civil service and positions in the Civilian Intelligence Personnel Management System (CIPMS) in

the military departments (Army, Navy, and Air Force) filled under 10 U.S.C. chapter 81.

2. The interchange agreement was effective March 9, 1990, and will remain in effect for 3 years unless it

is renegotiated before the expiration date. The agreement covers movement both of current CIPMS

employees and of CIPMS employees who are appointed noncompetitively within 1 year following an

involuntary separation without personal cause. Agencies may consider CIPMS employees for noncompetitive
appointment to competitive positions in accordance witr the instructions found in section 6-2 of FPM

chapter 315. In determining employees' eligibility for noncompetitive appointment, all qualifying CIPMS

service is creditable, including that rendered before the effective date of this agreement.

Constance Berry Newman
Director

-U.S.CGOVERNEINT PRIWTI PC OFFICE: 1990-260-511:00149

Inquiries: Staffing Policy Division, Career Entry and Employee Development Group, (202) t>06-0818



CIVILIAN INTELLIGENCE PERSONNEL MANAGEMENT SYSTEM (CIPMS)

Fact Sheet

1. The Intelligence Authorization Act of FY 1987 (10 USC 1590) gave the
Secretary of Defense authority to establish an excepted personnel
management system for the Military Departments. OP. and DoD have
established a Personnel Interchange Agreement which'permits employees
serving in the Civilian Intelligence Personnel Management System in the
Military Departments to be appointed to positions in the competitive civil
service and employees serving in positions in the competitive civil
service to be appointed to positions under CIPMS in the Military
Departments.

2. DoD 1400.34-M, DoD Civilian Intelligence Personnel Management System
(CIPMS) Policies, dated August 1989, contains uniform policies for
implementing the DoD CIPMS. DoD Components may obtain copies of this
manual through their own publication channels. NO COPIES ARE AVAILABLE
THROUGH DDSC.

Qj;)
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AGREEMENT FOR THE MOVEMENT OF PERSONNEL
BETWEEN THE CIVIL SERVICE SYSTEM AND

THE CIVILIAN INTELLIGENCE PERSONNEL MANAGEMENT SYSTEM (CIPMS)
IN THE DEPARTMENT OF DEFENSE

In accordance with the authority provided in Section 6.7 of
the Civil Service Rules, and pursuant to the following
agreement with the Department of Defense, employees serving
in the Civilian Intelligence Personnel Management System
(CIPMS) in the Military Departments (Army, Navy, and Air
Force) may be appointed to positions in the competitive
civil service, and employees serving in positions in the
competitive civil service may be appointed to positions
under CIPMS in the Military Departments, subject to the
following conditions:

1. Type of appointment held before movement.

To be eligible for movement under this agreement,
employees must be currently serving under a competitive
career or career-conditional appointment or under a
CIPMS appointment or have been involuntarily separated
from such appointment without personal cause within the
preceding year. CIPMS employees must be or have been
serving in continuing CIPMS positions under excepted
appointments without time limits.

2. Qualification requirements.

CIPMS employees must meet the qualification standards
and requirements for the positions to which they are to
be appointed in accordance with OPM established
regulations for transfer of employees within the
competitive service. Employees in the competitive
service must meet the regular standards and requirements
established by the Military Departments for appointment
to CIPMS positions.

3. Length of service requirement.

CIPMS employees must have served continuously for at
least 1 year in CIPMS positions before they may be
appointed to positions in the competitive civil service
under the authority of this agreement. Employees in the
competitive civil service must have completed the 1-year
probationary period required in connection with their
career or career-conditional appointments in the
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competitive service before they may be appointed to
CIPMS positions, without serving a trial period, under
theauthority of this agreement.

4. Selection.

CIPMS employees may be considered for appointment to
positions in the competitive civil service in the same
manner that employees of the competitive service may be
considered for transfer to such positions. Employees in
the competitive service may be considered for
appointment to any CIPMS position on the basis of their
qualifications.

5. Type of appointment granted after movement.

CIPMS employees who are appointed to competitive
positions under the terms of this agreement will have
career or career-conditional appointments, depending
upon whether they meet the 3-year service requirement
for career tenure. The service which commences with a
permanent CIPMS appointment will be accepted toward
meeting the competitive service requirement. Employees
of the competitive service who are appointed to CIPHS
positions under the terms of this agreement will receive
excepted service appointments under 10 U.S.C. 1590.

6. Probationary and trial periods.

Employees appointed under this agreement, who have
previously completed a probationary or trial period,
will not be required to serve a new probationary or
trial period.

7. Status.

CIPmS employees who are appointed in the competitive
civil service under the terms of this agreement will
receive competitive civil service status. Thereafter,
such employees will be entitled to the benefits and
privileges provided by the Civil Service Rules and by

OPH's regulations and instructions for persons having
competitive civil service status. Employees of the

competitive civil service who are appointed to CIPMS

positions under the terms of this agreement will have
whatever privileges are normally provided to persons who

initially receive CIPMS excepted service appointments,
under 10 U.S.C. 1590, in those agencies.
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8. Effective date.

This agreement becomes effective 30 days from the date
on which it is signed by both parties and shall expire,
unless renegotiated, 3 years thereafter. The agreement
may be terminated prior to its expiration date 30 days
following notice from the Department of Defense or OPM
and may be modified at any time with the mutual consent
of the Department of Defense and OPM.

-:~h-a rd B- he (U -te )7
Secretary of Defense

0 NOV 1909

Constance Berry Newman (Date)
Director
Office of Personnel Management

t(



DEPARTMENT OF DEFENSE
DATA SUPPORT CENTER

DEFENSE ELECTRONICS SUPPLY CENTER
DAYTON, OH 45444-5310

INRERY DDSC (Mrs. Madges/AV 986-5156) 15 May 91
REFER TO.

SUBJECT: DoD 1400.20-1-M, Change 1

TO: Civilian Personnel Officer
All DoD Activities

I. The following changes to the DoD Program for Stability of Civilian
Employment Policies, Procedures and Programs Manual, DoD 1400.20-1-M,
dated September 90, are authorized:

2. PEN CHANGES

a. Chapter 4, pg 4-1, para A2, line 2, add the words 'and gradual* to
change the parenthetical to read '(except trial and gradual retirement
annuitants).'

b. Chapter 5, pg 5-3, heading at top of page should read 'Chap 5,
Para All cont'd)" and para All, 12, and 13 should be renumbered to "A12,
13, and 14."

c. Appendix D, pg D-3, remove TEB option code from the GS-393 series.

3. PAGE CHANGES

Remove current pages 2-5, 2-6, 3-1, 3-2, 3-3, 3-4, 3-9 through 3-19, 4-9,
4-1g, 4-13, 4-14, 4-15, 4-16, 5-1, 5-2, 6-1, 6-2, 6-5, through 6-10, 8-13,
6-14, 8-3 through 8-10, 8-15, 8-16, 8-29, 8-30, 10-7, 10-8, B-I, B-2, B-3,
B-4, and matrix pages 3 and 4. Replace with attached new pages.

4. Program additions and deletions effective with this change are
identified by a marginal asterisk (0).

5. Questions concerning this change should be directed to this office.

SJAMES D. FORINASH
Chief. Defense Data

Support Center



DoD 1400.20-1-M
Chg 1,, 1,May 91

(Chap 2, Para F)

F. PAYMENT OF TRAVEL EXPENSES (Overseas Activities, see Chapter 6)

1. Employees being involuntarily separated or demoted (qttterjjtiar -q
for personal cause), who are in other than a temporary staU,•v.lg
have their transportation expenses paid by the releasing activity werr
transferred or reassigned to a position expected to continue- for •t
less than one year at another DoD activity. Such payments will be
made to the maximum extent permitted under the provisions of therijoint
Travel Regulations, Volume 2 except for the use of optional items such *

as Relocation Services. This shall include employees who have been or
will be affected by a reduction-in-force, involuntary furlough for six
months or more, transfer of function or base closure, and employees
who have been separated for these reasons and are reemployed in DoD
within the period of one year from date of separation. Also included
are displaced DoD employees who, during their period of registration
eligibility, are recruited for and placed in positions in the Federal
Government as a result of an interrogatiorn of the DoD Priority
Placement Program or other outplacement efforts, under conditions
provided in paragraph F2 below, and employees who transfer to a non-
DoD Federal activity prior to separation because of reduction-in-force
or transfer of function or have been separated for these reasons and
are reemployed within one year of date of separation in a non-DoD
Federal Agency at a duty station located within the United States,
United, States'territories and possessions, the .Commonwealth of Puerto
Rico or overseas areas. The releasing DOD activity, if located within
the above listed areas, will endeavor to have the non-DoD activity pay
travel and transportation expenses to the new location; however, if
this is not possible, the releasing DOD activity will pay the
expenses.

2. Employees eligible for Priority Placement Program registration
being involuntarily separated (other than for personal cause) may seek
other em'ployment on their own initiative. When such employees obtain
positions within the Federal Government, they are entitled to have
their transportation expenses paid, provided they have not previously
declined a valid position offer and:

a. The position is in the same DOD zone where employed, or
outside the zone if the releasing activity certifies that the employee
has neither declined to accompany his function, nor can be assured a
suitable offer within the zone and the Zone Coordinator approves.
(Employees obtaining positions in Alaska or Hawaii from Zone 4 and
within Puerto Rico from Zone 2 will have their transportation expenses
paid by the releasing activity only if the releasing activity
certifies that a suitable offer cannot be assured within CONUS in the
respective Zone. For example, an employee who can be assured a
suitable offer elsewhere in Zone 4 would not have transportation costs
to Alaska or Hawaii paid by the releasing activity if such employment
was obtained on the employee's own initiative.)

2-5



DoD 1400.20-1-M

(Chap 2, Para F2b)

b. If the position is in a Federal Agency other than DoD and
is obtained prior to separation or within one year after separation,
the cost will be borne by the releasing activity if the gaining
activity will not assume the expense. Cost of travel expense will be
assumed by the releasing activity if the position is in DoD.

3. Office of the Secretary of Defense, Office of the Joint Chiefs
of Staff, the Military Departments and Defense Agencies will establish
procedures to remove any financing impediments to maximum employment
of all Defense employees affected by base closures, transfers of
functions, and other reductions. As required by DoD Directive
1400.20, arrangements will be made to assure that funds are set aside
and available at the component headquarters or major command level for
installations when needed for the payment of travel and transportation
expenses for this purpose. Implementing instructions issued by the
components will advise field agencies that local financial plans will
be increased to the extent necessary to pay travel and transportation
expenses incidental to hiring such employees.

4. When reimbursement for temporary quarters and miscellaneous
expenses cannot be authorized by the losing activity under the Joint
Travel Regulations, such costs are to be borne by the gaining activity
when an employee is placed into the gaining activity under the PPP
from an overseas assignment. This is in accordance with JTR, Vol 2,
Para c1052.

G. EARLY RELEASE OF EMPLOYEES IN BASE CLOSURES AND MAJOR TRANSFERS OF
FUNCTION

I. Whether or not formal placement efforts to assist affected
employees at activities being closed or transferred have begun,
vacancy information forwarded from other DoD and Federal activities in
or near the commuting area will be disseminated to employees.
Activities will not inhibit the recruitment and selection of employees
for other positions in or near the commuting area and employees
selected for such positions will be promptly released.

2. When necessary, employees released may be replaced by
temporary or term appointees, by detail of personnel from other
activities, by temporary use of military personnel, or by other
means. In appropriate cases, action to reprogram for a more rapid
phase-out of the activity being curtailed or transferred may be
considered.

"2-
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DoD 1400.20-1-M

Chg 1, 1 May 91

*- -CHAPTER 3

PRIORITY PLACEMENT PROGRAM
ELIGIBILITY AND REGISTRATION

A. GENERAL POLICY

1. The Priority Placement Program provides the primary method of
registration and referral of DoD personnel for placement consideration
at DoD activities within the United States and Puerto Rico, who are:

a. scheduled for involuntary separation by reduction-in-
force,

b. scheduled for involuntary furlough for a period of 6

months or more,

c. scheduled for demotion by reduction-in-force,

d. scheduled for separation due to declination of functional
transfer outside the commuting area or whose positions have been
relocated outside the commuting area but within the competitive area,
and who are not on a mobility agreement,

e. satisfactorily completing a tour of duty or equivalent in
a foreign area, territory, possession, or in the states of Alaska and
Hawaii.

For registration of overseas displaced and nondisplaced employees, see
Chapter 6.

2. Registration Eligibility. The Priority Placement Program is
invoked while eligibles are still employed. Displaced employees with
career/career-conditional status and excepted employees with personal
career/career-conditional status or excepted Civilian Intelligence *
Personnel Management System (CIPMS) employees covered under the
Personnel Interchange Agreement between DoD and OPM whose job
performance and conduct are satisfactory under the registering
activity's performance evaluation system and who meet one of the
following criteria may be registered:

a. Employees who are to be adversely affected by RIF or
declination of functional transfer. Such employees include part-time,
intermittent, seasonal or on call employees with status as described
above, as well as employees scheduled for furlough for 6 months or
more.

b. Full-time employees who decline a part-time position
offered under RIF procedures or such employees who decline a part-time
position at the losing activity following declination of an out-of-
area functional transfer. Such employees being separated after
declining the part-time job offers will have PPP registration
eligibility just as though the part-time work had not been offered.

3%
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Chg 1, 1 May 91
(Chap 3, Para A2c)

c. Employees receiving retained grade benefits who are
impacted by subsequent Reduction-in-Force action, either separation or
placement resulting in further retained grade benefits, may be
registered under the most recent of these actions for the highest
grade to which they have retained grade entitlement. The three GS
grade registration limitation will not be applied to the highest
retained grade when this limitation will prohibit the employee from
registering for current grade. (For example, an employee whose
retained grade is GS-9 and who is currently assigned to a GS-5
position, may be registered as the result of a subsequent RIF action
down to and including the GS-5 level, even though it is more than
three GS grades or equivalent below the GS-9.) For involuntary
registrants, the retained grade, the grade of Lhe current position and
all intervening grades must be included. Registrants so affected will
have their priority determined on the basis of cumulative grades
downgraded.

d. Employees who are eligible for and take Discontinued
Service Retirement, as result of RIF or declination of functional
transfer and who are still interested in continued employment.
Registration must be effected prior to the date of retirement.

e. Employees eligible for Optional Retirement, but who are
also eligible for and elect to take Discontinued Service Retirement
under the conditions cited above, provided they desire continued
employment within DoD.

f. An otherwise eligible registrant who resigns but desires
continued Federal employment. (Release date, element 45, should be
one year from resignation date if a resignation occurs prior to
scheduled separation).

g. For other eligibles, see Chapter 6 and the Appendices.

3. Registration Eligibility for Excepted Service Positions.
Employees occupying excepted service positions who do not have
personal competitive status may register in the PPP for excepted
service positions. A qualifier must be included in element 42 or 43
of registration to show "Available for Excepted Service Position
Only." Employees occupying positions in the Civilian Intelligence
Personnel Management System (CIPMS) are not restricted to registering
for Excepted Service positions only. However, a statement "Excepted
Service-CIPMS" must be included in element 42 or 43.

4. Registration Ineligibility. The following categories of
employees are not eligible to register or, if registered, must be
removed from the Priority Placement Program:

a. Employees whose job performance is less than fully
successful under the registering activity performance evaluation
system or whose performance becomes less than fully successful after
registration, regardless of the rating of record.

3-2
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(Chap 3, Para A4a(l))

(1) An employee whose performance is in question at the
registering activity is considered to be less than fully successful
for registration purposes. The employee's performance becomes in
question when the registering activity has knowledge that the
employee's current or past performance directly and negatively impacts
on his/her qualifications, eligibility or suitability for registration
(i.e. a nexus can be established between the specific deficiency and
registration eligibility as described in paragraphs BlI and B12
below).

(2) In cases of recent less than satisfactory
performance, the employee will not be registered until satisfactory
performance has been subsequently demonstrated for a reasonable period
of time (normally 90 days).

b. Employees whose conduct is unacceptable.

(1) An employee's conduct is unacceptable when the
registering activity has knowledge that the employee's current or past
conduct has directly and negatively impacted his/her qualifications,
eligibility or suitability for registration (i.e. determine that a
nexus exists between the misconduct and registration eligibility).

(2) In cases of recent misconduct the employee will not
be registered until acceptable conduct has been demonstrated for a
reasonable period of time (based on the nature of the offense), or the
employee's successful adjudication, or a favorable determination of
finding in a directly related complaint has been made.

NOTE: Component, Regional and Zone Coordinators are available for
assisting in questionable cases. Activities are encouraged to
establish procedures for ensuring that an employee's performance and
conduct are acceptable prior to registration. It may also be prudent
in some cases to obtain information from investigative bodies, e.g.
criminal investigative division, security police or the inspector
general's office. Regardless of the procedure, decisions on
performance or conduct ineligibility should be made with full
information and with good judgment. Violations of these policies by a
registering activity may necessitate corrective action, including, but
not limited to, liability for all PCS costs to return the registrant
to the former duty station and other related expenses.

c. Employees who have applied for disability retirement,
until such retirement has been disapproved.

d. Employees who are eligible for and elect optional
retirement. NOTE: Registrants who, after registration, elect any
form of optional retirement; apply for disability retirement; or
against whom an adverse action or official notice of less than

3-3
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(Chap 3, Para A4d cont'd)

satisfactory performance is initiated, will be removed from the
Program by the registering Civilian Personnel Office upon the
initiation of such action.

e. Reemployed annuitants serving at the will of the

appointing officer.

f. Nonappropriated fund employees.

g. Employees serving under time limited appointments, or
overseas limited appointments either of indefinite duration or limited
term. (Note: An otherwise eligible registrant who accepts a position
of a time limited nature and who has not moved his or her household in
connection with the time limited position retains Priority Placement
Program eligibility).

h. Employees who accept part-time or temporary Federal
employment outside the labor market area of the releasing activity and
who elect to have the movement of household goods at the expense of
the Federal Government.

i. Excepted appointees who do not have personal
career/career-conditional status unless currently occupying an
excepted service position and registering for other excepted service
positions. Eligibility for CIPMS employees contained in para A3
above.

j. Employees who are eligible for registration for Attorney
GS-905 positions only.

k. Employees who are temporarily physically incapacitated.
Such employees must have their registration deferred until such time
as they are available to perform duties at the full performance level,
provided their period of eligibility has not expired.

1. Employees who are eligible for and take Discontinued
Service Retirement, as a result of a Notice of Job Abolishment, lose
their entitlement for registration. NOTE: Paragraph A2d above allows
registration if the Discontinued Service Retirement is due to RIF or
declination of transfer of function. The employee must be counseled
as to the difference between paragraphs A2d and A41.

5. Period of Registration (For Overseas Employees see Chapter 6
and for Retained Grade employees see Appendix B)

a. Employees scheduled for separation/furlough will remain in
the PPP until they are placed, decline a valid offer, are otherwise
deleted, or for 12 months after date of separation/furlough, whichever
occurs first. They must be scheduled for separation because of:

(1) RIF.

3-4
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Chg 1, 1 May 91
(Chap 3, Para B)

B. REGISTERING ACTIVITY PROCEDURES

1. Displaced employees will be accorded maximum placement
opportunity..'

2. An eligible employee is entitled to be registered upon receipt
of a specific advance notice. Registration may take place prior to
receipt of a specific advance notice, at the discretion of the
activity head or designee, when such action is consistent with
mission requirements. For early registrants, all of the following
conditions must be met.

a. The employee will be adversely affected by RIF or
declination of functional transfer.

b. The authorized priority can be determined (in the case of
transfer of function, the employee must have declared in writing an
intent to decline the transfer).

c. The timing does not conflict with any established or
approved registration dates by a higher headquarters within- the
component, e.g., those contained in the approved reduction or
realignment plan. b

d. Registration is e~tended to all activity employees
similarly affected.

3. PPP registration is mandatory during the notice period and for
one year from separation for employees who have entitlement to
severance pay. These actions usually stem from either failure to
accept relocation out of the commuting area associated with a transfer
of function or a RIF separation. Area of referral will include the
registering activity and any other activities within the commuting
area with positions that match the employee's qualifications.
Registration will be for the full range of skills for which -the
employee is qualified (up to five), and will normally include','the,
current skill. Such registrants are required to register down to and
including two grade or pay levels below their current grade or. level
during the specific notice periodland prior to separation, (e.gwia:'GS- *
9 registrant will be mandatorily registered for GS-9 through, GS-7
positions; a WG-9 will be registered for WG-9 through WG-7
positions.) In accordance with the Office of Personnel Management
regulations, (Federal Register/Vol. 55, No. 38) severance pay is
denied if a person while still employed refuses a "reasonable* job
offer which is defined as a job within the employee's commuting area,
at the same tenure and work schedule and at no lower than two grade or
pay levels below the employee's current grade or level. Only those
employees serving in supervisory or managerial GM positions will be
mandatorily registered for supervisory/managerial level positions
respectively.
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Chg 1, 1 May 91
(Chap 3, Para B3a)

a. When a registrant agrees to be available for a sufficient
number of activities outside his/her commuting area that use his/her
skills and which will provide a reasonable opportunity for placement,
the requirement to register two grade or pay levels below the current
grade does not apply. Under these circumstances, the person becomes
subject to the provisions affecting a voluntary registrant. However,
if the registrant declines a valid offer which does not take away the
severance pay entitlement, the involuntary registration provisions
apply for the remainder of the registration period during which
expansion beyond the commuting area is not authorized.

b. If it is determined that an activity does not employ the
registrant's skills, involuntary registration should not include that
activity. An employee will not be involuntarily registered if there
are no activities within the employee's commuting area that utilize
the employee's skills.

c. The separation date for involuntary registrations is the
date the employee is to be separated from the activity rolls. The
release date will be 12 months following the date the registrant is to
be separated from activity rolls.

d. Involuntary registrants may not expand the area of
* availability beyond the commuting area after the separation date

without approval from the Zone Coordinator.

4. The civilian personnel office of the registering activity will (
determine which activities are considered to be within the employee's
commuting area. Each determination will be made on an individual
basis, based upon residence, availability and cost of public
transportation., convenience and adequacy of highways, and travel time
required to go to and from work.

5. If problems are encountered in determining commuting area for
an employee being involuntarily registered, assistance can be obtained
from Regional or Zone Coordinators.

6. Registration outside of the employee's commuting area is
* voluntary on the part of the employee; however, persons who are

registered only for activities within the commuting area may not
expand the area of availability to activities outside the commuting
area after the separation date without approval from the Zone
Coordinator. All employees should be counseled that all skills and
grade levels will be referred to all activities for which registered,
including activities which utilize the skills which are determined to
be in the employee's commuting area. Civilian personnel offices may
wish to include a statement in specific notice letters to advise
employees of this requirement.

7. If a registrant who does not have severance pay entitlement
* declines any valid offer, whether outside or within the commuting

area, he/she will be removed from PPP.
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Chg 1, 1 Ray 91

(Chap 3, Para B8)

8. Employees who are to be demoted as the result of RIF or
acceptance of a functional transfer may be registered in the PPP for
consideration at other DoD activities in accordance with the
priorities designated in paragraphs A6 and A7 above. The employee may
be registered for the equivalent of three GS grade levels below
current grade down to and including that grade which is immediately
above the grade to which being assigned. Example: An employee who is
scheduled for reduction from a GS-11 to GS-7 could be registered for
Grades GS-8 through GS-II. If no offer is forthcoming within the
employee's notice period, the employee is to be removed from the PPP
at the time the assignment is effected to the GS-7 position. If the
registrant declines to accept the demotion and is separated, he/she
retains the same priority, as described in paragraph A6 and A7 above,
but will be entitled to remain in the Program for one year following
the date of separation, unless placed or otherwise deleted.

9. Eligible employees will be counseled on the PPP, their
obligations under the Program, and provided with information on DoD
activities within the area established by the civilian personnel
office for initial registration.

a. Employees displaced by RIF within the United States and
Puerto Rico will normally be registered for referral to a minimum
number of activities, within the zone, nearest the individual's duty
station, likely to provide an acceptable job opportunity.
Registration for activities in an adjoining zone that are of equal
distance from the employees duty station to the farthermost activity
selected in the zone may be included in the initial area of
referral. Under these circumstances, neither initial registration
outside the zone nor subsequent expansion of the area of referral will
require zone coordinator approval. However, when the registrant's
area of referral extends beyond 250 miles from the registrant's duty
station and into a different zone then zone coordinator approval is
required. Within an area of referral, the individual must normally be
willing to register for all activities which utilize his/her skills.
("All activities" means all DoD activities, unless the registrant *
elects to restrict his/her registration to a single component, in
which case it means all component activities within the -area of
referral). This is done by reviewing the skills index in DoD 1400.20-
2-M to determine which activities have equivalent skills and
registering the individual for these intervening activities. The
intent of this provision is to avoid skipping over activities or
states and registering for more distant activities. In identifying
the area of referral, good judgment must be applied in satisfying the
employees' ability to relocate and identifying activities likely to
provide the maximum opportunities for job placement.

b. The PCS costs to locations within this area of referral
will be paid in accordance with the Joint Travel Regulations, Volume
II when the registrant locates another DoD or other Federal position
on his/her own initiative.

3-11



DoD 1400.20-1-M

Chg 1, 1 May 91
(Chap 3, Para B9c)

c. Registration of eligible employees within the United
States and Puerto Rico who decline functional transfer/RIF
reassignment outside the commuting area at their current grade, will
be limited to registration for referral to activities less distant
from the releasing activity than the activity to which the functional
transfer/RIF reassignment was offered. If there is adequate lead
time, it may be desirable to limit registration of transfer of
function/RIF reassignment declinees to activities within the local
commuting area if placement possibilities exist. Such registration
should be for a short period of time (30 days) before expanding the
area of referral to areas involving PCS moves.

d. The registering activity will be included in the area of
referral for every displaced employee located in the commuting area of
the servicing activity.

e. When an employee has a duty station in a different zone
than the registering activity, the employee may be registered for re-
ferral as stated in paragraph B9a above.

10. The PPP provides the capability to effect registration of
eligible employees at individual Dob activities, or all DoD activities
within any broad area - state(s), region(s), or zone(s). There must
be a civilian personnel office determination that such registration is
necessary, and there must be reasonable assurance that the employee
will, in fact, accept an offer at any DoD activity within the broad
area.

11. Employees may be registered for up to five skills, but
normally not more than three occupational series for which they fully
meet the appropriate qualification standards and for the highest grade
level which does not exceed their current permanent grade, or their
retained grade, if appropriate.

12. Employees are to be registered only for positions for which
they are sufficiently well qualified to be completely acceptable in
such positions at the registering activity. This will normally go
beyond X-118 qualification standards. As a minimum, employees are to
be registered for their current skill. Exceptions to this require
approval of the Zone Coordinator. Minimum qualification standards
used for RIF assignment are not to be used for qualification
determinations in the PPP. As a general rule, a significant factor in
the selet-tion of skills for registering is recency of experience.
This factor will be considered carefully in the skill registration
process. In order to be "sufficiently well qualified," as reflected
above, the registrant should be able to satisfactorily perform the
duties of typical positions in the skill for which registered with
orientation only. Extensive training should not be required. Under
no circumstance will a person be registered in the Program for a skill
for which that person does not meet all qualifications and legal
requirements, including normal physical requirements.
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13. An expeditious method of providing placement consideration for
a voluntary registrant is t6 initially register that employee for: the
current position' and grade, then later, a( d skills byn!file
maintenance.

14. Registration in the Program can be effected for GS, WG and WL,
(Grade 15 and below), WS (Grade 19 and below), and special Wage Grade
pay systems, e.g., WD, WJ, WK, etc., with applicable grade levels. GM
employees may be registered for any appropriate pay system and grade,
and when registered for GS jobs, the statement "Available for GM
Position" must be included in Element 42 or 43 on DD Form 1817 when
the registrant is available for such positions.

15. Employees may not be registered at grade levels to which
temporarily promoted.

16. Excepted employees eligible for registration (see Para A2
above) may be registered only for those positions no higher than the
highest grade for which they may be reinstated in competitive service
and not to exceed current grade. Excepted employees without personal
competitive status to include CIPMS employees may register no higher ,
than current grade. (For eligibility see A3 above.)

17. Employees scheduled for separation who are available for
temporary positions of one year or less duration in their commuting
area will be identified by entering "T" in Element (33), Displaced
Employee Program, on the DD Form 1817, PPP registration.

1

18. Employees may not be registered for more than three acceptable
GS grades, or the equivalent, below the level of the position held at
the time of registration. The number of grade levels between GS and
IWS positions or between special pay category Wage Grade positions and
*ther FWS positions will be determined by formula in paragraph A7b

bove. General Schedule employees may be registered for those
acceptable Wage Grade positions and grade levels for which fully
qualified and the gaining activity will make the determination whether
an offer constitutes a promotion based on their local wage schedule.
Wage Grade employees should be registered only for GS positions and
grade levels which have the same or lower representative rate and for
which the employee's pay can be fixed at a rate which is the same as
or lower than the rate paid in the WG position held at time of
registration. Promotions will not be affected through the PPP, except
in the unusual circumstances when pay setting policies require that
the nature of action be called "promotion".

19. Employees available for GS supervisory positions will be
ideritified by entering "Available for Supervisory Position" in the
Special Qualifications spaces on the DD Form 1817, PPP Registration.
This special statement is rot required for WG supervisory positions
since pay group WS (Waqe Supervisor) identifies registrants qualified

3-13



DoD 1400.20-1-M

Chg 1, 1 May 91
(Chap 3, Para B19 cont'd)

for Wage Grade supervisory positions. Employees with entitlement to
severance pay upon separation, serving in supervisory positions at the
beginning of the specific notice period, will be registered
mandatorily for supervisory level positions.

20. Individuals being registered for GM or GS positions are to be
registered under the following guidelines.

a. At the time of PPP registration, the statement "Available
for GM" will be coded in the Special Qualifications spaces on DD Form
1817 when the employee is indeed available for GM positions.

b. Employees scheduled for RIF separation who have
entitlement to severance pay must be registered in the PPP for one
year from separation and for their current pay group and grade
level. Involuntary registrants are required to register down to and
including two grade levels below their current grade or level.
Referral will be made to all activities in their commuting area that
use their skills.

c. GM & GS employees who are supervisors at the time of RIF
separation notice must be registered with the *Available for
Supervisor" statement. The use of the zt•.c'nt "Available for GM"
for GM employees is likewise required -or :Andatory registration
during the specific notice period. Thi L C of either of these
statements after the separation date is optional with the employee.

d. GM employees will be identified under the GS pay group
designator. Use of GS only for skills identification will allow for
entry of up to five skills without duplication.

EXAMPLE: An eligible employee fully qualified for &M-343-14
and GS-343-14 will be registered as GS-343-14. Under this procedure,
only one of the five available skills entry lines is used allowing for
entry of up to four more series, grade, and option designators for
each registrant.

21. Registration for Special skill identifiers. There are three
broad skill identifier codes which may be used to effect maximum
referral possibilities for employees qualified for and willing to
accept any one of a wide range of positions and grades. Employees
should be made aware of the broad category of positions covered. These
identifiers are not to be used in lieu of registration for specific
series, but may be used to afford maximum referral possibilities.

a. General and Administrative Support GS-300, Grades I
through 4. Registration procedures for employees who are qualified
and available for occupational series covered by OPM's X-118 Clerical
and Administrative Support Standard (see Note below) at grades GS-l,
2, 3, or 4, are as follows: 1) GS-300 without an option code will be
used for employees who are available for all series covereJ by the
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standard that do not require specific proficiency (i.e. typing, steno,
etc). 2) GS-300 with an appropriate option code (i.e. typing-TYA,
Stenography-STC, or Data Transcriber-DAT) will be used for employees
who are available for all covered series with the same proficiency
requirements or option codes (i.e. GS-300 TYA should be used for
employees available for any occupational series covered by the
standard which requires typing proficiency). Employees registered for
GS-300 TYA will also be referred for GS-300 without options. 3)
Employees who do not desire consideration for all series, but who want
consideration for one or more specific covered series, must be
registered for each individual series on separate skill lines (include
option code as applicable). NOTE: Series GS-2091, Sales Store
Clerical is not included under the GS-300 series for PPP purposes. *
Therefore, individuals qualified and available for GS-2091 positions
must register for the specific series.

b. General Wage Grade - WG-00000, Grades 1 through 4.
Employees qualified and available for placement in any non-supervisory
positions WG - 4 and below, excluding those requiring motor vehicle or
sewing machine operation, may be registered for the WG-00000 series.

c. General Trades Helper - WG-01111, Grade 5. Those
employees qualified as trades or crafts helper at the WG-5 level and
who are available for any Trades Helper position, may be registered
for the WG-01111 series in addition to specific occupational series.
Registration in the WG-01111 series is limited to grade 5 only.

22. Employees (except those displaced employees who decline part-
time positions under provisions of paragraph A2b above) will not be
registered for any grade at or below that to which RIF or reemployment
rights assignment is available.

23. Employees will not be registered for Attorney, GS-905
positions because of the special procedures required for appointing
employees to these Excepted positions.

24. Employees who have completed training or development, or who
are otherwise fully trained, will not be registered for referral into
trainee level vacancies. For example, a journeyman will not be
registered for referral back into apprenticeship positions, or a
graduate of an Intern Program will not be registered for referral back
into the trainee position. Employees may be registered at the same or
lower grade level in other skills for which they fully qualify for
continued training, and must be identified with option code TRA.
Advanced trainees may be registered for permanent level positions at
their current grade level or below for which they are fully qualified
as a separate skill line entry without the TRA option.

25. All data required for rrlistration in the PPP must be coded on
DD Form 1817. The form is to be signed by the registrant and the
registering civilian personnel official and promptly forwarded to DDSC
for computer processing. When an employee is at a location remote
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from the registering activity causing a delay in obtaining a signature
for registration, the employee's signature may be omitted, and a note
to this effect entered on the registration.

26. Each registering activity will establish a 30-60 day time-
phased plan for review of each registration, depending upon the
potential period of registration. When a registrant fails to receive
an offer within the period of time set, and it appears unlikely an
offer will be received, the registrant will be counseled on the
various possibilities of increasing placement opportunities.

a. Employees registered prior to receipt of a specific RIF
separation notice must, upon receipt of such notice, have file
maintenance submitted to involuntarily add the appropriate skills and
activities considered to be within their commuting area, unless
already contained in the Program resume.

b. Skills, lowest acceptable grade levels and areas of
referral may be revised by the registering civilian personnel office,
with the registrant's concurrence, to improve placement
opportunities. For expansion of area of referral beyond coverage of
Chapter 3, paragraph B9, Zone or Component Coordinator approval, as
appropriate, must be obtained. When such authority is obtained, DD
Form 1817, Registration, and DD Form 1819, File Maintenance, are to be
annotated to advise DDSC that the expanded area of referral has been (
authorized by the Coordinator. Changes in areas of referral will be
confined to the minimum areas necessary to assure placement.

c. Civilian Personnel Officials will obtain initials of
employees on file maintenance forms when employees are available,
otherwise they should assure the employees are aware of changes made.

27. The releasing activity will assure that the registrant meets
all reasonable and realistic selective factors as well as knowledges,
skills and abilities required for any position under consideration
and, if fully qualified, immediately communicate the offer to the
registrant. The registrant must advise the registering activity
Civilian Personnel Office of the acceptance or declination not later
than the day following receipt of the offer. The releasing activity
must seek clarification of any tentative job offer received for which
selective or special requirements are not clear or are inadequate for
a good qualification determination.

28. The registering activity civilian personnel office will
determine the validity of offers and report all declinations of a
valid offer to DDSC. A valid offer is defined as an offer from a DoD
activity for which the employee is registered, of a continuing
position and grade level, which parallels or exceeds the working hours
of the position of the registrant. In addition, if the registrant

3-16



DoD 1400.20-1-M

Chg 1, 1 May 91

(Chap 3, Para B28 cont'd)

indicated availability for a non DOD federal agency (entered a "Y" in
element 24rof registration), a valid offer from a non-DoD Ife~eral
agency is defined as one for which the employee is registered, -of a
continuing position and grade level, which meets the same conditions
as those for which the employee is registering (including payment of
travel and transportation expenses) and parallels or exceeds the
working hours of the position of the registrant. If the registering
activity determines that the position offered does not constitute a
valid offer, no declination will be reported to DDSC and,
consequently, the registrant will remain in the Program.
Requisitioning activity should use Report Action 26, not code 15. The
following are some examples of valid and invalid offers:

a. An offer, which in the opinion of the registering activity
constitutes an unreasonable difference in woiking conditions, such as,
excessive travel, hazardous work, exceptional physical requirements,
or emergency essential positions are instances in which the
registering activity may determine that an offer is not valid.

b. An offer at a location remote from the gaining activity
will not be considered a valid offer when the registrant's area'of
referral was not intended to include the remote site. .

c. An offer of a position identified as having return
obligation is not a valid offer.

d. An offer of a position at an activity identified as a
candidate for closure, major curtailment or relocation will be
determined as valid or invalid, under guidance of paragraph J13, page
2-12.

e. An offer of a position in a function under study for
possible contracting out will be made to the registrant. The
registrant will be fully informed of the possible contracting out.
The offer will be considered valid and the necessary report action
will be submitted to DDSC. The offer will be considered not valid if
declined when a PCS movement is required.

f. The offer of a position requiring mandatory purchase of
hand tools requiring a substantial monetary investment by the
registrant will not constitute a valid offer if such a purchase
represents a requirement over and above that in the registrant's
current position.

g. An offer of a temporary position of one year or less
duration is not considered a valid offer and neither acceptance nor
declination of the offer will delete the individual from the PrP.
However, an employee will receive only one offer of temporary
employment. If he/she declines, the IT" must be removed from element
33 by File Maintenance.
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h. An offer of a temporary or term position expected to last
longer than one year is not considered a valid offer if declined by
the registrant. If after being advised of its duration, the
registrant accepts the offer, he/she will be deleted from the PPP as a
valid placement.

i. An offer of a position with a single option code to an
individual registered for a position in the same series with dual
option codes, one of which matches the vacancy, will be considered a
valid offer if declined by the registrant.

j. An offer of a position requiring execution of a mobility
agreement will not be considered a valid offer if the employee is not
currently serving under a mobility agreement and the declination is
based on the employee's refusal to sign a mobility agreement.

k. An offer of an excepted position to a registrant who
currently holds or last held an excepted appointment, will be
considered a valid offer and declination will result in the employee
being deleted from the Program. However, the employee who did not
hold an excepted appointment at the time of registration will be
advised of the excepted nature of the vacancy and if the offer is
declined, it will not be considered a valid offer or reported to DDSC
as such.

1. An offer of a supervisory level position will be K
considered a valid offer if the registrant is qualified and available
for such a position, or if the offered position is a match for an
employee registered on a mandatory basis as a supervisor during the
specific notice period.

m. An offer of a full-time continuing position to a permanent
part-time, seasonal, intermittent or on call employee is considered a
valid offer and declination of the offer will serve to delete the
individual from the Program unless the person has restricted
availability to the same type of part-time, seasonal, intermittent, or
on-call appointment held at the time registration eligibility was
established. Such registration is limited to the commuting area.

n. An offer of a specific GS-200 Civilian Personnel
Specialist position or GS-800 Professional Engineer position for which
a registrant is referred because of availability for a GS-201 or 801
position with the matching option (as listed in Appendix D), is a
valid offer.

o. An offer of a GS-l, 2, 3, or 4 position, which is
classified in any series covered by X-118 Clerical and Administrative
Support Standard, to an individual registered for the GS-300 series is
a valid offer when the grade level and option codes, if any, of the
position match those of the registrant. (GS-2091, Sales Store
Clerical, is not included with the GS-300, for PPP purposes, and
therefore is not a valid offer un)less registered for the specific
series. 

%

3-18



DoD 1400.20-1-M

Chg 1, 1 May 91

.(Chap 3, Para B28p)

p. An offer of any position, which has been identified as a
testing designation position for random drug testing by the Head of a
Component under the provisions of DoD Directive 1010.9, 23 August
1988, is a valid offer for PPP purposes and unless other factors
dictate differently, the declination of such a position will serve to
delete the registrant from the PPP.

29. An otherwise eligible employee may voluntarily accept
temporary Federal employment which does not require movement of
household, pending a permanent placement, and still continue
registration in the Program.

30. Registrants who accept or decline a part-time, intermittent,
seasonal or on call continuing position of which the number of hours
of work are essentially the same as that of the position held at the
time of registration eligibility will be deleted from the program.
Registrants occupying full-time permanent positions when registered
may decline offers of part-time, intermittent, seasonal or on call
positions and remain in the Program. However, registrants occupying
full-time permanent positions when registered and who accept offers of
part-time, intermittent, seasonal, or on call positions will be
deleted from the Program. These offers will only be made to
registrants in the commuting area.

31. An offer of a position will not be made if such placement
would constitute a promotion as defined in FPM Chapter 335.

32. The releasing activity will immediately notify DDSC of all
placements, declinations or changes in employee's status (death,
retirement, resignation, change in release date, etc.). Changes which
make the registrant unavailable for placement will serve to remove the
registrant from the Program.

33. All registrants will be counseled at the time of separation,
of the requirement to keep the civilian personnel office advised of
current address and telephone number where they can be reached to
receive offers and to advise the civilian personnel office if, for any
reason, they are not available for employment. Employees who fail to
keep the registering civilian personnel office informed of their
whereabouts will be removed from the Program. The registering
activity will be responsible for maintaining employee registrations on
a current basis by promptly submitting appropriate file maintenance to
DDSC.

34. The registering activity will normally release employees
within two weeks after positions are accepted, or in no case, later
than 30 days, without mutual agreement between the releasing and
gaining activities. The normal period for an employee to report from
an overseas activity to CONUS is 45 days, maximum.
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j. The CPO may effect the change of an employee from part-
time, intermittent, seasonal, or on call to a full-time schedule on
the position of record.

k. The CPO may affect the conversion to Career-Conditional
Appointment of Schedule B, PAC appointees within reach on the tQPM
register of eligibles or under any other OPM authorized procedure.
The position in which the employee is converted must be of the type
for which the person is being trained and located in an organization
serviced by the CPO.

1. Grievance or EEO decisions through either negotiated or
administrative procedures which may have the approval of the
appropriate local authority and which may result in placement of a
grievant or complainant and appellate decisions which mandate
placement of a complainant may be accomplished as exceptions to the
Stopper List.

m. The CPO may effect the promotion of an employee through
competitive procedures when an incumbered position has been upgraded
as a result of planned management action and the addition of another
person to the organization in which the job is located would resuit in
someone's being adversely affected by RIP.

n. Reassignments and changes to lower grade, within the
component, made for formal development/training purposes, as provided
by FPM Chapter 410, are excepted from the Stopper List. (This does
not include entry level type positions as provided for in paragraph
A13 above.)

o. A detail of 120 days or less may be excepted from Priority
1 and 2 restrictions, unless the position is a true vacancy. If it is
a true vacancy, a detail can be effected only if the activity is
simultaneously recruiting to fill the position on a continuing basis
and the Stopper is cleared for the continuing position throughout the
recruitment cycle.

p. A CPO may promote an employee whose position is ,upgraded
without significant change in duties and- responsibilities due to
issuance of a new classification standatd, or a position change
permitted by reduction in force procedures, provided the same employee
whose position is affected is placed in the new position. These
actions must be consistent with FPM 335, l-5b(l) and (2).

q. A Nonappropriated Fund (NAF) employee who is converted to
appropriated fund status in the same job (i.e., "same desk" and work
unit) may be converted without regard to PPP restrictions. This PPP
exception does not apply when an employee is moved from a NAF job to a
different appropriated fund job.

r. Persons who are returning trom Bureau of Employee
Compensation (BEC) rolls to a position at a grade no higher than that *
held at the time of BEC eligibility.
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2. The Zone Coordinator or the Regional Coordinator, under
delegated authority, may approve other promotions, reassignments, and
changes that are in keeping with the spirit and intent of the PPP and
which are not provided for elsewhere. Zone Coordinators will
delineate the types of situations which may be submitted for
consideration under this provision. When an exception is requested, a
requisition is not to be submitted to DDSC unless the exception is
denied.

C. STOPPER LIST

1. The Stopper List is a computerized product prepared by DDSC
every two weeks and received by DoD Civilian Personnel Offices through
the Bulletin Board System (BBS) or by mail. Those activities with BBS
connectivity must retrieve the Stopper from BBS no later than close of
business on the Monday following the Wednesday night in which the
stopper cycle was processed. DDSC mails the hard copy of the Stopper
the Thursday following the Wednesday night cycle. In either case, the
Stopper list becomes effective upon receipt whether received by BBS or
mail and remains in effect until a subsequent Stopper is received.
The Stopper List reflects positions by Pay Group, Series, Title,
Option Code(s), if any, Grade and Priority of personnel registered in
the Priority Placement Program who have selected the activity serviced
by the CPO. The first page contains the four digit activity code and
address of the activity. The second and succeeding pages reflect
skills of registrants. Each CPO will also receive a separate Stopper
List for each serviced activity located outside the commuting area
with approximately 50 full time continuing positions to which an
activity code is assigned. The Stopper List is intended for use
within the civilian personnel office and not normally for use outside
the civilian personnel office. The Stopper List will be matched in
accordance with instructions contained in this chapter. A Vacancy
Requisition will be completed and the data submitted (by BBS, if
connected, or by electronic secretary) to the Defense Data Support
Center when a match occurs and when required by priority designation.

2. Additional registrants may be reflected on succeeding Stopper
Lists as a result of file maintenance of registrant skills and/or area
of referral and new registrants entering the Program. To assist
activities in decreasing delays caused by unnecessary Vacancy
Requisitions in those instances when only previously considered
registrants are available, each Stopper List forwarded to an activity
will reflect the total number of available registrants (including
registrants whose skills or area of referral have been file
maintained) and the number of new registrants entering the Program
since issuance of the previous Stopper List. A later Stopper List
need not be applied when resumes have been received and exhausted
unless the subsequent Stopper List reflects the addition of new
registrants on the second line for the skills since the preceding
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f. The following is an example of a Stopper List for a Hawaii
activity:

PAY OPTION GRADE/NBR OF REGISTRANTS AVAILABLE
GRP SERIES CODES

Personnel Management/Employee Rels/Staffing
GS 201 EMC/STB 11/0*l#

Electronics Mechanic
WG 2604 10/01*

Pipefitter Supervisor
WS 4204 12/01

01

Figure 4-2 STOPPER LIST FOR HAWA-I ACTIVITY

In the example of a Stopper List for a Hawaii activity, the following
skills, grades and priorities are affected:

(1) Personnel Management, GS-201-11, Employee Relations Option
and Staffing Option, Priority 1 or 2 (as indicated by *) who~qs either
currently employed in Hawaii, last resided in Hawaii or ýhas return
rights to Hawaii (as indicated by # Code). This registrantl appeared
on the previous Stopper List.

(2) Electronics Mechanic, WG-2604-l0. This registrant is a
Priority 1 or 2 and did appear on the previous Stopper List. This
registrant is not employed in Hawaii, did not last reside in Hawaii
and does not have return rights to Hawaii.

(3) Pipefitter Supervisor, WS-4204-12. This registrant is a
Priority 3 and did not appear on the previous Stopper List. -This
registrant is not employed in Hawaii, did not last reside in Hawaii
and does not have return rights to Hawaii.

D. PROCEDURES

1. When a Priority I or 2 entry appears on a Stopper List, the
activity may not fill a matching position by competitive or
noncompetitive action, except as provided herein. This restriction
applies even when the activity is prohibited from increasing on-board
strength. In such cases, the activity must either obtain authority
from within the component to make an offer or refer the matter to the
Zone Coordinator.
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9. Under no circumstances shall a position be changed as to series C
or grade, canceled or fill action be delayed for the purpose o[
avoiding making an offer to a PPP registrant. Changes, cancellations,
or delays will be subject to investigation and corrective action by
Zone and Regional Coordinators.

3. For positions at grades 1, 2, 3, or 4, with occupational series
covered by OPM's X-118 Clerical and Administrative Support Standard,
the following procedures apply:

a. Any GS-300, without an option code, indicates a registrant
available for any position covered by the standard which does not
require specific proficiency. Examples: GS-350-4 Duplicating
Equipment Operator, GS-503-4 Accounting Clerk and GS-1531-4
Statistical Clerk positions which do not require specific proficiency
all match a GS-300-4 without an option code. However, you always
requisition for the specific series and the-computer matches the GS-
300 series.

b. Any GS-300 with an option code (Typing-TYA, Stenography-
STC, and Data Transcriber-DAT) indicates a registrant available for
any covered position that has the same proficiency requirements or
option code. NOTE: GS-322-4 Clerk typist, GS-318-4 Secretary
(Typing), and GS-305-4 Mail and File Clerk (Typing), positions all
match GS-300-4 (Typing). If either the specific series or GS-300 with
appropriate options appear on the stopper, requisitions will be
submitted for the specific series and the computer will automatically
match both the specific series and the GS-300 series with appropriate
option.

c. The GS-2091, Sales Store Clerical, is not included under
the GS-300 series, for PPP purposes; therefore, in matching the

Stopper for GS-2091 positions, match only the specific series and do
not match against the GS-300 series.

d. Additionally, individuals registered for skills with the
typing option (TYA) will automatically be referred for the same
position not requiring the typing option. This procedure is true only
for positions involving the typing option.

4. For positions in the GS-2XX, Civilian Personnel Specialist and
GS 260, Equal Employment Opportunity Specialist and the GS-SXX,
Professional Engineer series, option codes are used to describe
specific series. For example, STB (staffing) describes the GS-212
series, and CIB (civil) describes the GS-810 series. (See Appendix D
for other option codes in these series). For any vacancies in the 2XX
or 8XX specific series, the Stopper List must be reviewed for a
matching skill (the specific series and/or the "generalist" series,
i.e. GS-201 or GS-801, with a corresponding option code) and if a
match occucs in either instance, a vacancy requisition must be
submitted for the specific series only. The computer will auto-
matically search for both and provide matching resumes, and offers
will be made in priority order.
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Example: If a GS-212-12, Staffing Specialist position is vacant and
there is no GS-212-12 match on the appropriate Stopper List but there
is a GS-201-12 entry with the STB and CLA options, a requisition
against the GS-212-12 position is required.

5. Any WG-00000, grade 1, 2, 3, or 4 skill appearing on the
Stopper List indicates a registrant available for any WG-1 through 4
position not requiring the operation of a motor vehicle or sewing
machine. Activities will match such WG-l, 2, 3 and 4 positions
against the Stopper List simultaneously for the specific series and
the WG-00000 entry at the appropriate grade. If either the WG-00000
or the specific series appears on the Stopper List, a requisition will
be submitted for the specific series and the computer will refer
automatically the registrants from both sources. Resumes for the
specific series and the WG-00000 will, upon receipt, be merged in
priority order and registrants made an offer in accordance with normal
priority procedures.

6. Any WG-01111-5 skill appearing on the Stopper List indicates a
registrant available for any Trades Helper position. Activities will
match Trades Helper, WG-5, positions against the Stopper List
simultaneously for the specific series and the WG-01111 entry., If
either the WG-01111 or the specific series appears on! the Stopper
List, a requisition will be submitted for the specific series and the
computer will refer automatically the registrants from both sources.
Resumes for the specific series and the WG-01111 will, upon receipt, *

be merged in priority order and registrants made an offer in
accordance with normal priority procedures.

7. When matching GM positions against the Stopper List, the
series, grade, and option, if any, will be matched against those
entries under the GS pay system. When a match occurs, a requisition
must be submitted to DDSC and an offer made to those registrants whose
resumes reflect availability for GM positions in the space for
"Special Qualifications."

8. General Schedule supervisory positions will be matched against
the Stopper List entries having the same grade, series, and option
code(s), if any. When a match occurs, a requisition must be submitted
to DDSC and an offer made to those registrants whose resume reflects
availability for supervisory positions in the space for "Special
Qualifications." However, offers for second and higher level
supervisory positions are not required unless the registrant has
previously successfully held a supervisory position. This does not
prohibit the offering of such positions if the gaining activity
wishes. Registrants scheduled for separation whose current position
is supervisory, as identified in their current position title, must be
made an offer during the specific notice period even though "Special
Qualifications" may not reflect such availability.
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9. Option codes will be matched as follows:

a. Positions with one option code will be matched against the
Stopper List entries having that option code alone and those entries
that have two option codes, one of which is the same as that of the
position. For example, a position of Firefighter, GS-081-5, with
a"Structural" option, will be matched against a Stopper List entry for
GS-081-5 (STE Structural). If no match occurs, the vacancy will be
matched to GS-081-05 entries reflecting the STE option in combination
with any other option, such as STE-Structural and AIG-Airfield. A
requisition is to be submitted when the single option skill matches
any Stopper List entry of the same pay group, series, grade and
option, if required by the Priority designations shown.

b. Positions with two option codes will be matched against
the Stopper List entries having both option codes. A match occurs
only when the two option codes in the Stopper List entry match
precisely those of the position.

c. Positions with more than two option codes and positions
with options other than those in Appendix D to this manual will be
matched against stopper list entries having no option codes. When
there is a series and grade match and resumes are referred, but there
is an apparent mismatch of skills, the gaining CPO should contact the
appropriate Zone Coordinator to determine whether an offer is
required. If a skills mismatch is not apparent, or the Zone
Coordinator directs, the gaining and registering CPOs will discuss the
requirements of the position and the qualifications of the
registrant(s) and determine whether an offer is required.

d. If your vacancy does not require typing but there is a
registrant for the same series/grade on the Stopper List with the
typing option, you have a match. (Example: An activity has a vacancy
for a GS-204-04 position (not requiring the typing option) and the
stopper contains a GS-204-04 (TYA) and/or GS-300-04 (TYA). This is a
match and you should requisition for GS-204-04. The computer will
automatically search/match those that are registered with the typing
option. This procedure applies with positions involving the typin~g
option only.

10. In order to assure uniformity of consideration for displaced
employees within the commuting area, the PPP will be utilized. Manual
referral procedures are not authorized. Activities may consider non-
PPP registered persons only when authorized by other provisions of
this manual or by special permission from the Zone Coordinator.

11. Non BBS using civilian personnel offices servicing positions
at noncoded remote locations outside their commuting area which are
not covered by their Stopper List will submit requisitions to DDSC in
accordance with Chapter 10, paragraph B4. Requisitions under this
procedure will be submitted immediately after the position becomes
susceptible to the Stopper List and every 4 weeks thereafter until
other appropriate action removes the, position from consideration.
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CHAPTER 5

PRIORITY PLACEMENT PROGRAM
JOB OFFERS

A. MAKING JOB OFFERS - P-ic

1. Offers to PPP registrants are to be made by a representative
of the gaining activity Civilian Personnel Office to a representative
of the releasing activity Civilian Personnel Office. No representa-
tive of the gaining activity will contact a registrant directly,
unless the Zone Coordinator has approved such direct contact. Any
selective or special requirement, including knowledges, skills and
abilities needed to satisfactorily perform the duties of a position
being offered will be clearly and thorouqhly communicated to the
releasing activity so that proper qualifications determinations may be
made. In order to be considered sufficiently well qualified, the
registrant should be able to satisfactorily -perform the duties of
typical positions in the skill for which registered with orientation
only. Supervisors and other subject matter experts may be consulted
by CPOs for guidance in order to resolve qualification issues.

2. The priority and information contained in lresumes will be used
to determine to whom an offer will be made first. Only in rare
situations should additional information be requir~ed. Any additional
information needed will be obtained by telephone from activities
within CONUS and by electrical message from, activities outside
CONUS. Such additional information may be obtained through the use of
a Standard Form 171 or similar document when the position to be filled
is at the GS-12 or higher grade level. In addition, Official
Personnel, Folders may be obtained and reviewed for those registrants
referred for GS/GM-14 and 15 positions.

3. As indicated in the preceding paragraph, offers to GS/GM-14
and 15 registrants may not be' consummated as quickly as those for
other grades. Accordingly, when -placement consideration is underway
at grades GS/GM-14 or 15 and a subsequent offer for a lower grade is
received by the registering activity, the lower, grade offer will be
held in abeyance 'pending resolution of the GS/GM-14 or 15 offer. In
such cases the appropriate Component Coordinator., will: be advised 'so
that prompt action can be taken to preclude - any undue delay in
determining Which offer is appropriate.

4. An offer is not to be made if such placement would result in a
prohibited promotion.

5. In accordance with current regulatory requirements, an offer .
must be in writing when declination of such would result in loss of
severance pay.
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6. The gaining activity CPO will immediately contact the
registering activity CPO by telephone (if necessary, by electrical
message to activities outside CONUS) and make an offer consistent with
priorities. CONUS activities making offers to overseas registrants
will send an information copy of messages to the Overseas Regional
Coordinator. Offers will be made to:

a. Priority 1 registrants before Priority 2.

b. Priority 2 registrants before Priority 3.

7. Basic priority levels shall be consistent across component
lines. Within assigned priorities, components may determine the order
of job offers after considering such factors as registrant
qualifications, geographic area, owning component and costs.

8. Activities in CONUS making offers to-registrants from overseas
activities will include in the electrical message: (See page 5-6 for
sample message)

a. The fund citation for miscellaneous expense allowances and
temporary quarters subsistence expenses.

b. The gaining activity code.

c. The location of the position if remote from the activity. (

d. Any special qualifications that must be met.

e. Any other information pertinent to the job, such as it
being obligated, located at an activity under study for closure, or in
the Excepted Service, etc.

f. Indicate a desired reporting date, in accordance with
Chapter 3o paragtaph B34 for the registrant to report for work.

9. Offers will be made until vacancies are filled, referred
resumes are exhausted, or offers are not required by reason of the
registrants' priorities. A referred resume that is a valid match
against a position, remains in effect until a personnel action is
completed for the position, even if the registration period for the
registrant has expired.

10. When registrants are referred to an activity for more than one
position at different grade levels, the offer will be made for the
highest grade.

11. Offers to PPP registrants will not be unduly delayed or denied
because the required personnel security investigation has not been
completed. When such investigation is required, it will be completed
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CHAPTER 6

PRIORITY PLACEMENT PROGRAM
POLICY FOR OVERSEAS ACTIVITIES

A. GENERAL POLICY

1. Except as modified by this Chapter, the policies and
procedures contained in this manual also apply to overseas employees.

2. Displaced and nondisplaced DoD overseas employees may be
registered in the PPP for placement referral to other DOD
activities. The conditions and special policies regarding the
registration of both categories of employees follow.

3. Overseas employees evacuated or to be evacuated for military
or other reasons which create imminent danger to life, may be
registered for placement assistance under the PPP upon prior approval
of the Office of the Assistant Secretary of Defense (Force Management
and Personnel (OASD(FM&P)). The appropriate priority for such
registration will be determined at the time the approval is granted.

B. DISPLACED OVERSEAS EMPLOYEES - Those employees who are scheduled
for involuntary separation or demotion by RIF or who decline a
functional transfer outside the commuting area.

1. Registration Eligibility. Displaced overseas DoD career/
career-conditional employees and DoD Excepted Service employees with
personal career/career-conditional status or excepted Civilian
Intelligence Personnel Management System (CIPMS) employees who are
covered by the Personnel Interchange Agreement between DoD and OPM are
eligible for registration, provided they are scheduled for involuntary
separation or demotion by RIF or they decline functional transfer
outside the commuting area.

2. Registration (Duration and Condition)

a. Displaced overseas employees scheduled for separation will
remain in the PPP until placed, declination of a valid offer, exercise
of return rights, otherwise deleted, or for 12 months after date of
separation, whichever occurs first.

b. An employee scheduled for demotion under RIF will remain
in the Program until placed, declination of a valid offer, exercise of
return rights, otherwise deleted, or the effective date of the
position change, whichever occurs first. A registrant who is
scheduled for demotion who declines the demotion and is separated, may
continue in the Program (in the existing Priority) for 12 months after
separation, unless otherwise deleted.
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c. Displaced overseas employees without return rights at
current or higher grade, who return to the United States after
separation without a placement offer, will have overseas activities
deleted from their area of referral by the registering activity.
Their registration will be continued for up to 1 year following their
separation dates for locations in the United States and Puerto Rico.

d. Displaced overseas employees remaining in the overseas
area after separation will remain in the PPP for up to 1 year
following separation. They must, however, be deleted from the Program
for specific overseas activities when insufficient time within the 5
year limitation would remain to complete a full renewal tour.

e. Displaced overseas registrants, who exercise return
rights, are to be deleted from the PPP with Registering Activity
Report Action Code 11.

3. Assignment of Priorities

a. Displaced overseas employees will be assigned referral
priorities in accordance with the severity of the proposed action. If
such employees can still complete a tour, i.e. a specific renewal
tour, they can be registered for intratheater referral or CONUS
referral, but not both. If such employees cannot complete a tour,
i.e. a specific renewal tour, they can only be registered for CONUS
referral to activities within the zone from which they came or a zone
closer to the overseas area. (

b. Basis for Registration Eligibility
Priority

(1) RIF Separatee without an offer of continued

employment. 1

(2) Transfer of Function Declinee. 2

(3) DIF Demotee of two or more GS grades or
equivalent. 2

(4) RIF Demotee less than two GS grades or
equivalent. 3

NOTE 1. An overseas displaced employee who is demoted less than two
GS grades as a result of RIF and declines the demotion, his/her
priority will be converted, by the computer, to a priority 2 during
the notice period.

NOTE 2. An overseas displaced employee may register for either
referral to the United States and Puerto Rico or to Intra-theater, but
not both.
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(a) Nearest DoD civilian personnel office of the
same component in the vicinity of the returning employee's stateside
home of record.

(b) The largest DoD activity nearest to or in the
vicinity of the home of record, if a component activity is not in the
vicinity.

(2) Just prior to employee's return, the overseas
civilian personnel office will advise DDSC, via message, of the
selected activity and proposed date servicing should take effect. At
the same time, provide file maintenance to change home address to the
stateside home of record. When the employee has returned to the
United States, the overseas civilian personnel office will transfer
the Official Personnel Folder to the selected servicing stateside
activity.

(3) The overseas civilian personnel office will advise
the selected stateside activity of the departure of the employee from
the overseas area. The overseas activity will counsel registrants of
their responsibility to contact the stateside activity upon arrival
and verify the address and telephone number where they may be reached
when a placement offer is tendered.

(4) The stateside activity will have the responsibility
for submitting file maintenance to keep registration data current,
relaying the placement offer to the registrant, and for submitting any
appropriate report action.

b. When a transfer of function occurs at the employee's
overseas location resulting in a physical move to another location in
the United States or overseas, the employee must accept transfer of
function or may exercise return rights or may register in the PPP.
Registration is limited to activities located nearer to the overseas
duty location, within the theater, than the activity to which the
employee has transfer-of-function rights. If otherwise eligible for
return-to-residence transportation, the employee may be provided s.ich
transportation instead of accepting the position offered under a
functional transfer. The question of whether the employee has
completed the required tour of duty does not apply.

c. Displaced employees overseas accepting placement offers at
another overseas location must sign an agreement with the gaining
activity to serve a minimum of one full renewal tour (Appendix H, page
H-2). If, at the time of selection, the registrant is eligible for
and desires renewal agreement travel, such travel will be granted by
the releasing activity prior to the effective date of the placement.
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d. Displaced employees who are being placed with another (
component overseas, e.g., Army to Air Force, will retain any return
rights to which entitled.

C. NONDISPL&CED OVERSEAS EMPLOYEES - Those employees who complete at
least a one year tour overseas.

1. Eligibility

a. Nondisplaced overseas DOD career/career-conditional
employees and DoD Excepted Service employees with personal
career/career-conditional status or excepted Civilian Intelligence
Personnel Management System (CIPMS) employees who are covered by the
Personnel Interchange Agreement between DoD and OPM who are not
serving under an obligation to return to the United States, or who are
satisfactorily completing a tour of duty in a foreign area or a U. S.
territory or possession, are registered at their option in the PPP.
Eligibility and time of registration are determined on the basis of
length of overseas tour including authorized extensions, proximity of
the registrant's tour to the five year limitation and the period
allowed for program consideration. Assuring timely registration is
the responsibility of the registering activity. Employee must be
available for registration within seven work days after notification
that the tour is not being extended or be subject to separation if no
return rights exist, or if return rights exist, administrative action
to exerCise return rights will commence and DoD/PPP registration
eligibility will be forfeited. Under no circumstance will the time of
registration be manipulated to allow personal job shopping at one or a
few activities (such as Hawaii only) where the opportunity for
placement is slight, nor to allow for a single activity registration
that is calculated to coincide with an anticipated, specific
vacancy. Registration guidelines are provided in paragraph 2 below.

b. Registration of nondisplaced employees with return rights
to the same or higher grade requires prior approval of the Component
Coordinator.

2. Registration (Condition and Duration)

a. Nondisplaced overseas employees completing a one-year
tour, but not within six months of the five-year limitation, at the
employees' option, will be registered no earlier than two months
before the end of the tour.
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b. Nondisplaced overseas employees completing one two-year
tour, but not within six months of the five-year limitation, at the
employees' option, will be registered no earlier than four months
before the end of the tour. Employees completing a two-year renewal
agreement travel extension, after completion of an initial two-year
tour, may register six months prior to the end of the extension.

c. Nondisplaced overseas employees completing one three-year
tour, but not within six months of the five-year limitation, at the
employees' option, will be registered no earlier than six months
before the end of the tour. Employees completing a two-year renewal
agreement travel extension, after completion of an initial three-year
tour, may register six months prior to the end of the extension.

d. Nondisplaced overseas DoD career/career-conditional
employees and DoD Excepted Service employees with personal
career/career-conditional status or CIPMS employees who are covered by
the Personnel Interchange Agreement between DoD and OPM who are not
serving under an obligation to return to the United States may be
registered at any time under the guidelines of paragraph 4d below.

e. Nondisplaced overseas employees with return rights to a
lower grade are eligible to remain in the Program until placed,
declination of a valid offer, renewal of their agreement, exercise of
their return rights, or directed return, whichever occurs first.

f. Nondisplaced overseas employees without return rights,
completing an overseas tour, are eligible to remain in the Program
until placed, declination of a valid offer, renewal of their
agreement, or directed return, whichever occurs first.

g. Nondisplaced overseas employees who are not serving under
a return transportation agreement are eligible to register when
completing one standard tour at their overseas location. Registration
will be accomplished under the guidelines of C2a, b and c above.
Earlier registration will not be permitted.

h. Nondisplaced overseas employees who cancel their
registration prior to placement may not be re-registered without
Component Coordinator approval.

i. Nondisplaced overseas registrants who exercise return
rights are to be deleted from the PPP 30 days prior to the established
date of their departure from the overseas area.

j. Nondisplaced employees must be deleted from the program if
their overseas tours are extended.
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3. Assiqnment of Priorities

a. Nondisplaced overseas employees, regardless of return
obligation or number of tours, will be registered as priority 2 for
referral within component. Such registrants will be Priority 3 for
referral to all other DoD components. (For eligible employees whose
stateside position is abolished, see below.)

b. Basis for Registration Eligibility (Priority 2)

(1) Any eligible employee completing one or more overseas
tours, except eligible family members and employees whose stateside
position is abolished and their return would initiate a RIP
(separation/demotion). (Priority two (2) for component only, employee
will be referred as a priority three (3) to other components.)

(2) Employee completing one or more overseas tours whose
stateside position is abolished and return would initiate RIF
(separation/demotion). (Employee will be referred as a priority two
(2) to all components.) An A will be entered in element (48) on DD
Form 1817 if the stateside position has been abolished.

(3) Employee in Alaska and Hawaii serving under an
employment agreement. (May be registered for component only.)

NOTE 1. An employee with return rights at present or higher grade
requires Component Coordinator approval to register and referral is (
limited to own component.

NOTE 2. The separation date (element 44) and release date (element
45) will be left blank for all nondisplaced registrations (except for
the Overseas Family Member Employee).

4. Authorized Area of Referral

a. Nondisplaced employees will normally be registered for
referral to the minimum number of activities likely to provide a job
opportunity within the zone from which recruited, last resided
preceding overseas service, or within a Zone closer to the overseas
activity but no further than the stateside location from which
recruited or last resided unless approved by the Component Coordinator
for component activities only. Component Coordinators may authorize
an expanded area of referral in the United States and Puerto Rico.
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b. A nondisplaced employee, whose home of record is Guam and
who completes an overseas tour, is eligible for PPP registration to
Guam and the CONUS Zone nearest to the present foreign area assignment
location.

c. A nondisplaced employee whose home of record is in the
United States, with transportation agreement to the United States and
who went from Guam to another overseas tour, has registration
eligibility to the United States only.

d. Nondisplaced overseas employees under no obligation to
return to the United States may be registered in the Program for
individual DoD activities or broader area, as required by component
regulations, and are to be registered with no separation/release
dates. However, such employees who decline a valid offer will be
removed from the Program. They will be ineligible to reregister for a
period of 12 months, unless subsequently adversely affected by RIF or
transfer of function. A second declination will result in
ineligibility for further registration, unless approved by the Zone
Coordinator. Under no circumstance will these nondisplaced overseas
employees be permitted to register in the Program if they are not
available for placement.

e. Nondisplaced employees may not be registered for referral
to foreign areas.

f. Nondisplaced employees serving under rotation agreement in
Alaska or Hawaii may be registered for placement consideration in the
CONUS, within component only. NOTE: Local hire nondisplaced
residents of Hawaii, Alaska, Guam, Puerto Rico, and other U. S.
territories are not eligible for registration.

g. Any nondisplaced overseas employee who has return rights
at present or higher grade to a position which has not been abolished
may be registered for placement consideration at activities within
component only if the Component Coordinator determines that, because
of unusual circumstances, an effort should be made to place the
employee in a position other than the one to which return rights
exist.

5. Special Policy Regarding Nondisplaced Overseas Employees

a. Unless otherwise covered in preceding paragraphs,
nondisplaced overseas registrants are deleted from the Program at the
time their employment terminates. Exceptions for continued stateside
registration for compassionate reasons may be authorized by component *
coordinators for the registrants commuting area only.
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b. Nondisplaced overseas employees with re -urn rights at
lower than current grade may be registere, in the Program (subject to
the prohibition against registering for more than three grades below
current grade) for grades down to but not including the grade to which
return rights apply.

c. The registration of nondisplaced overseas employees
serving under a 5-year limitation may be continued beyond 6 months
after the 5-year limitation date, or authorized extension, but only if
the registration is amended to include an expanded area, up to CONUS-
wide, that is likely to provide placement opportunity. An employee
unwilling to expand registration as determined by component policy,
may be expected to exercise return rights, if applicable, or may be
subject to separation.

d. A nondisplaced employee may not register in the PPP for 6
months following a permanent promotion, except when the promotion
resulted from the application of new or revised position
classification standards or the correction of a classification
error. A current registrant who is promoted, other than on a
temporary basis, will be deleted from the PPP.

e. Nondisplaced overseas employees completing one or more
tours and the positions to which they have return rights are abolished
and their return would initiate a RIP, resulting in a separation or
demotion at the stateside activity where return rights exist, have the
following options:

(1) Priority 2 registration across component lines at the
current grade or the grade to which return rights exist, whichever is
higher; or

(2) Exercise return rights.

NOTE: Registration under this provision is subject to the same time
constraints set forth in paragraph C 2 a through c above and the
limitation set iorth in Chapter 3, paragraph B 8 to three GS grades or
equivalent below the highest grade.

f. Eligible DoD nondisplaced employees of the DoD Dependents
School System, Joint and Unified Commands, and International
Organizations have the option of registering in the PPP as employees
of the servicing component (Army, Navy or Air Force) or under
component code D for other DoD activities, as indicated in Appendix
C. Once the employee has exercised this option, he or she cannot
later file maintain or, in effect, change the component designation.
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6. In Guam, vacancies will be filled by locally available
qualified United States citizens without regard to Stopper List
referrals, except when the following are also available:

a... Displaced PPP registrants of activities in Guam, or

b. Displaced PPP registrants in any theater whose home of
record is Guam, or who last resided in Guam.

c. Any nondisplaced overseas returnees whose home of record
is Guam.

F. PAYMENT OF TRANSPORTATION EXPENSES FOR OVERSEAS REGISTRANTS

1. Payment of transportation and moving expenses of registrants
placed in overseas areas will be in accordance with Chapter 1, Volume
2, of the Joint Travel Regulations.

2. When a registrant is placed within a Defense component, e.g.,
between Army activities, the releasing activity will pay necessary
costs incident to the registrant's move.

3. When a registrant is placed in a different component within
foreign areas, e.g., from an Army activity to a Navy activiiy, the
gaining activity will pay necessary costs incident to the registrant's
move. (Gaining actii•rties' must pay- such costs because cf -the
statutory limitation in 5 US Code, Chapter 57, Section 9724(e),
relating to transfers between components.) In placements 1o non-
foreign areas, the losing activities will pay necessary costs.

4. A displaced employee,- not serving under a transportation
agreement, who is placed through the PPP in a position within the
overseas theater involving relocation is eligible for a transportation
agreement, and thereby entitled to return travel to the United States,
and transportation and other related allowances.

5. When reimbursement for temporary quarters and miscellaneous
expenses cannot be authorized by the losing activity underthe Joint
Travel Regulations, such costs are to be oorne by the gaining activity
when an employee is placed with the gaining. activity under the PPP
from an overseas assignment. (Reference JTR, Volume II, Paragraph
C1052.)

6-13



DoD 1400. 20-1-M
Chg 1, 1 May 91

(Chap 6, Para G)

G. NONDISPL&CED OVERSEAS PAMILY MEMBER EMPLOYEES

1. Eligibility. Nondipp.aced employees in Alaska and Hawaii and
outside the United States serving with career/career-conditional
status, former employees with personal competitive status who were
employed during their current overseas tour within ninety days prior
to their return to the United States, and nondisplaced excepted
employees with personal career/career-conditional status or
nondisplaced excepted Civilian Intelligence Personnel Management
System (CIPMS) employees who are covered by the Personnel Interchange
Agreement between DoD and OPM, who are family members of DoD personnel
or Panama Canal Commission personnel, may be registered for placement
in the United States. Conditions under which registration is
authorized are that the sponsor has received official notification
that: he/she is receiving another active duty assignment in the U.
S.; he/she is receiving another assignment to another overseas
location where family members are not perr~itted; he/she is being
involuntarily separated from his/her overseas post of duty through no
fault of his/her own; he/she is retiring or being otherwise separated;
he/she is being evacuated from the overseas area. Family members who
become their own sponsor or subject to an overseas employment rotation
agreement, who are eligible for PPP registration, may be registered in
the PPP using the standard criteria.

NOTE: Family members of Panama Canal Commission personnel will be
treated the same as family members of DoD personnel even though it
would appear they have registration eligibility in their own right. (

a. The overseas civilian personnel office will complete the
DD Form 1817, Registration, using a United States activity as the
selected servicing CPO. The activity will be selected using the
following criteria:

(1) The A-coded CPO where the sponsor is reassigned.

(2) An A-coded activity, regardless of component, in the
commuting area which is the spouses's primary choice of employment.

(3) The largest servicing DoD activity in the vicinity of
the newly assigned location of sponsor, or home of record.

b. In the Special Qualifications spaces, enter the overseas
activity code followed by "Overseas Family Member."

c. The high grade for any skill cannot exceed the
registrant's current grade level.
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f. TELEPHONE NUMBER AND EXTENSION - Elements (09) and (10)
- Enter the registrant's telephone number. Include Area Code and
extension, if applicable. If overseas, start at first box after
element number and continue right.

6. ITEM 4 - CURRENT OR [AST FEDERAL EMPLOYMENT - Elements (11) to
(15)- Enter data applicable to current permanent or last permanent
Federal employment.

a. COMPONENT CODE - Element (11) - Enter appropriate code
from Apperix C of present or former Federal employer.

b. PAY GROUP - Element (12) - Enter pay group. If pay group
of current or last employment consists of three or more characters,
enter the first two characters in the spaces provided.

c. SERIES - Element (12) - Enter trfe series in the five
spaces provided. If registrant's series consists of less than five
characters, leave extra spaces blank.

d. GRADE - Element (12) - Enter grade. Two spaces are
provided for the grade. Grades under 10 should be preceded by a zero
(0), i.e., Grade GS-7 would be entered as 07.

e. POSITION TITLE - Element (13) - Beginning in the left hand
{ space, enter as much of the registrant's job title and option, if any,

as possible. Leave blank space between segments of title and option.

f. NATURE OF WORK - Element (14) - Code nature of work in
which employed. Leave blank if registrant does not properly belong in
one of these four groups.

NATURE OF WORK CODES

Code S - Staff - duties performed in support of a
Headquarters, Administrative Office or Management function.,

Code 0 - Operations - duties performed in the actual
accomplishment of-mission operations.

Code R - Research and Development - duties performA•b in
study and investigation undertaken to establish facts or principles
and use of gained information in development of a finished product or
system.

Code T - Trainee - Management Intern or other similar
formal training program.

g. SALARY - Element (15) - Enter the registrant's current or
last annual salary. For hourly employees, compute annual salary by
multiplying 2087 hours times hourly rate.
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7. ITEM 5 - STATISTICAL INFORMATION - Elements (16) through (29)
(Elements (16) through (20) may be left blank, at registrant's
option.)

a. DATE OF BIRTH - Element (16) - Birth date will be year,

month and day coded in that order.

b. SEX - Element (17) - Enter M for Male or F for Female.

c. HEIGHT - Element (18) - Enter height in inches.

d. WEIGHT - Element (19) - Enter weight in pounds. Leave
unused space blank for less than 100 pounds.

e. MARITAL STATUS - Element (20) - Enter M for Married if
registrant is married or S for single if registrant has never been
married, is divorced, or is a widow or widower.

f. PHYSICAL HANDICAP - Element (21) - Enter the applicable
two-digit code listed in Appendix C.

g. EDUCATION - Element (22) - Enter one of the following
codes to indicate schooling completed:

1 - Non-high school graduate
2 - High ScAool graduate (or equivalent)
3 - Some college - no degree
4 - Junior College - 2 years
5 - College graduate

h. DEGREE - Element (23) - If a 5 is entered in Education,
enter one of the following codes to indicate the degree held by the
registrant:

B - Bachelor's Degree
M - Master's Degree
D - Doctorate Degree

If a 4 is entered in Education, Element (22), degree may
be blank or coded A for Associate Degree, if registrant has such
degree.

If codes 1, 2, or 3 are entered in Education (Element 22),
degree will be left blank.

i. NON DOD FEDERAL AGENCY - Element (24) - Enter "Y" if
available for non DoD federal agencies or "N" if not available. (See
Ch 3, pg 3-16, para 28 for explanation of a valid offer.)

j. EXCEPTED SERVICE - Element (25) - In first box show a "Y"
if currently in an excepted service position or "N" if not. In second

box indicate one of the following letters if a "Y" was shown in first
box:
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a - Excepted Service (eligible only for Excepted
Service positions)

b-' Exc4p'ted Service - CIPMS
c - Execut'te'Order Eligible

k. SERVICE COMPUTATION DATE - Element (26) - This is the date
used to determine the amount of creditable Federal Service for
reduction-in-force purposes excluding any additional credit for
performance ratings, whether an employee with career/career-
conditional status or an excepted employee with personal
career/career-conditional status. Date determined will be year,
month, and day, and will be coded in that order. Enter last two
digits of year, 01 through 12 for month, and 01 through 31 for day, as
appropriate. Leave these spaces blank for OEP reinstatement
applicants and E.O. 12362, as revised by E.O. 12585, eligibles.

1. SECURITY CLEARANCE - Element (27) - Enter one of -the
following codes which describes the Security Clearance granted. by
Department or Agency. Leave blank if none granted. Leave these
spaces blank for OEP reinstatement applicants. -

V -Crypto
T - Top Secret
S - Secret
C - Confidential

m. TENURE GROUP - Element (28) - Career, Career-conditional,
and excepted employees will be coded with a tenure group and subgroup
code to correspond with those outlined in PPM Chapter 351, Subchapter
3, as follows:

IA - Career Veteran (includes lB - Career Non.-"eteran
preference eligible having
Acompensable service connected
Adisabilitj-6f "36%i Iormorie) - - .

2A - Ca eer.-CondilIonal 2B - Cate-r-Conditional "'Non.-.
Veteran (includes preference Veteran
eligible baving compensable
service connected disab1ility of
30% or more)

3A - Excepted Veteran 3B - Excepted Non-Veteran
(includes preference eligible
having compensable service
connected disability of 30% or
more)

Leave these spaces blank for OEP reinstatement eligibles and for
excepted non-stotus employees 'registered in -the Retained Grade
Employee Program (R) and E.O. 12362, as revised by E.O. 12585,
eligibles.
NOTE: If an individual who is a career or career-conditional employee
at the time of initial registration in the OEP is later separated and
becomes a reinstatement eligible and .,still meets the criteria for
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registration in the OEP, the Service Computation Date, Security
Clearance, and Tenure Group are to be deleted from the registrant's
resume by submission of file maintenance in accordance with Chapter 9
and Federal Civilian Service data (Component, Element (56), Total
Month's Service, Element (57) Year Separated, Element (58)), should be
added.

8. ITEM 6 - SPECIAL AWARDS - Element (29) - Enter the appropriate
code, Y for Yes or N for No, to inddicate whether registrant has
received any special awards during the past 10 years which are
pertinent to qualifications for the position(s) for which the
registrant is being registered.

9. ITEM 7 - DEMOTION WITHOUT PERSONAL CAUSE - Elements (30) and
(31) (EMPLOYEES ENTITLED TO SPECIAL CONSIDERATION FOR REPROMOTION OR
POSITION CHANGE DUE TO RECEIPT OF GRADE OR PAY RETENTION BENEFITS.)
This item will be completed only when the registrant is entitled to
special consideration for repromotion or position change because of
receiving grade or pay retention benefits due to involuntary placement
in a lower grade position for reasons such as reduction in force,
correction of classification error, return from overseas, or
declination of functional transfer.

a. PAY GROUP - Element (30) - Enter the first two characters
of the pay group from which demoted. (

b. SERIES - Element (30) - Enter series from which demoted
beginning in first space at left in five spaces provided. If series
contains less than five digits, leave extra spaces blank.

c. GRADE - Element (30) - Enter two digit grade from which
downgraded (for example, GS-6 would be coded as 06).

d. COMPONENT - Element (30) - Enter the appropriate component
code from Appendix C to reflect the agency in which the registrant was
downgraded.

e. TITLE - Element (31) - Enter from left to right the
position title and option, if any, held at the time of the
downgrade. Leave blank space between segments of the title and
option.

10. ITEM 8 - RESERVE TECHNICIAN - Element (32) - This item will be
completed only when a DoD employee is registering in the PPP. Do not
complete for registrations in the OEP.

Enter Code Y for Yes or Code N for No to indicate whether the
registrant is tentatively eligible for and willing to actively
participate as a Reserve Technician as a condition of employment.
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11. ITEM 9 - DISPLACED EMPLOYEE PROGRAM - Element (33) - Enter
Code Y for Yes or Code N for No to indicate whether the registrant
meets the requirement for placement assistance under the Office of
Personnel Management Displaced Employee Program as defined in FPM
Chapter 330, Subchapter 3. If a displaced employee scheduled for
separation or an eligible family member is available for a temporary
position of less than one year in duration in the commuting area,
enter T rather than Y or N.

12. ITEM 10 - JOB EXPERIENCE - Elements (34) to (36) - Enter the
time period, from year and month to year and month, (cannot be left
blank nor can the word "present" be used) job title and nature of work
code, or work experience obtained. (These codes are defined in
Paragraph B6f of this Chapter.) This experience may be with the
Federal Government or private industry and should be entered in
chronological sequence with most recent experience listed first in
Element (34).

13. ITEM 11 - SKILLS - Elements (37) to (41)

a. This item provides for registration for up to five skills
in the PPP, or for up to three skills in the OEP. Procedures outlined
in Paragraph g below will be used for PPP registrations and the
procedures in Paragraph h below will be followed for OEP
registrations. Paragraphs b through f below apply to either the PPP
or OEP, as appropriate.

b. Registrants who are to be rated for Wage Grade skills will
be rated under the Job Element procedures contained in OPM Handbook X-
118C, Job Qualification System for Trades and Labor Occupations.
Civilian personnel officials should consider the knowledges, skills,
and abilities in determining the Wage Grade positions for which an
employee is to be registered. Registrants who have basic eligibility
for a Wage Grade position under the Job Element method should qualify
for the same position at another installation. Requirements for like
Wage Grade jobs throughout DoD should be similar. The prime
consideration will be the registrant's ability to do the work, and
eligibility for the position will be determined on that basis.
General Schedule employees may be registered for those acceptable Wage
Grade positions for which fully qualified and gaining activities will
make determination whether the offer constitutes a promotion based on
their local wage scale.

c. Registration in the Program can be effected for GS, WG and
WL (Grade 15 and below), WS (Grade 19 and below), and special Wage
Grade pay systems, e.g., WD, WJ, WK, etc., with applicable grade
levels. GM employees may be registered for any appropriate pay system
and grade, and the statement "Available for GM Position" must be
included in element 42 or 43 on DD Form 1817 when the registrant is
available for such positions.
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d. Registering civilian personnel officials have the
responsibility to determine and register individuals for those series
and grades (not to exceed the present grade) for which fully
qualified. As a minimum, employees are to be registered for their
current skill. Exceptions to this require approval of the Zone
Coordinator.

e. If the registrant has less than five skills, complete only
those required and leave the remaining elements blank. If an employee
has more than five skills, the five most likely to provide an
opportunity of continued employment in the registrant's selected
area(s) should be used.

f. A registrant who, at the time of registration in the PPP
or the OEP occupies a position or has occupied a position within the
past three years, for which a performance test is required will be
considered as having met the performance test requirement if
performance has been satisfactory. Other registrants, who have not
occupied such positions or passed required performance tests within 36
months preceding registration, will not be registered for positions
requiring a performance test until test requirements have been
satisfactorily met. In accordance with X-118, proficiency
requirements may be met for Clerk Typist, Clerk Stenographer, Data
Transcriber and positions with parenthetical titles of (Typing),
(Stenography), or (Data Transcription) by self certification of the
registrant. However, it's important that activities use judgment, in
that, individuals must have something in their background that
supports the self certification.

g. PRIORITY PLACEMENT PROGRAM - Skills 1 through 5 provide
spaces for registering an employee for up to five skills and grades
(not to exceed the current grade) for which the registrant meets
appropriate Civil Service qualification standards and which are
acceptable to the registrant except as stated herein. Employees are
to be registered only for positions for which they are sufficiently
well qualified to be completely acceptable in such positions at the
registering activity. Qualifications standards used for RIF
assignment are not to be automatically used for qualification
determinations in the PPP. As a rule, a significant factor in the
selection of skills for registering is recency of experience. This
factor will be considered carefully in the skill registration
process. Under no circumstance will a person be registered in the
Program for a skill for which that person does not meet all
qualifications and legal requirements, including normal physical
requirements. The following procedures should be followed in
completing skills 1 through 5 for PPP registrations.

(1) Pay Group - Enter the appropriate pay group. (Use GS
in lieu of GM)
EXAMPLES: GS (General Schedule), WG (Wage Grade), WL (Wage Leader),
WS (Wage Supervisor), WM (Maritime), WN (Production Facilitating-
Supervisory).
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(2) Series - Enter the series in accordance with OPM
Classification Standard Handbooks. Enter series from left to right
beginning in the first space of five spaces provided. For series less
than five digits, leave unuse~d spaces blank.

(a) Employees who are qualified and available for
occupational series covered by OPM's X-118 Clerical and Administrative
Support Standard, at grades 1, 2, 3, or 4 are as follows: 1) GS-300
without an option will be used for employees who are available for all
series covered by the standard (excluding GS-2091, Sales Store
Clerical) that do not require specific proficiency (i.e., typing,
steno, etc.) 2) GS-300 with an appropriate option code (i.e., typing
- TYA, stenography - STC, or data transcriber - DAT) will be used for
employees who are available for all covered series (excluding GS-2091)
with the same proficiency requirements or option codes (i.e., GS-300
TYA should be used for employees available for any occupational series
covered by the standard which requires typing proficiency). 3)
Employees who do not desire consideration for all series, but who want
consideration for one or more specific covered series, must be
registered for each individual series on separate skill lines (include
option codes as applicable). In addition, registrants who desire
consideration as a GS-2091, Sales Store Clerical, must register for*
the skill separately since it is not included under the GS-300 for PPP
purposes.

(b) Registrants, who qualify for non-supervisory
Wage Grade positions and wish to be considered for all Wage Grade
series that do not require motor vehicle or sewing machine operation
may be registered for WG-00000 grades I through 4 (not to exceed
current grade). Such employees may also be registered for specific
series for which qualified at grade levels not to exceed current
grade.

(c) Registrants who are qualified for a Trades and
Crafts Helper position, WG-5 level, and wish to be considered for all
Trades Helper positions WG-5 may be registered for WG-0llll. (This
does NOT include Warehouse Worker, Motor Vehicle Operator, or Forklift*
Operator positions. You must register for these using the specific
series). Registration in the WG-01111 is limited to the WG-5 level.
Such employees may also be registered for specific series for which
qualified but in any case not to exceed current grade.

(3) Option Codes - Enter the appropriate three character
option code(s) from Appendix D. Only those option codes appearing in
Appendix D may be used for PPP registration. Option Codes are to be
used only with the General Schedule series under which they are
listed, with the exception of TRA, Trainee Option, which may also be
used with Wage Grade series.
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(a) Specific option codes for specific series are
listed in Appendix D. They identify special skill requirements for
positions for which registrants are permitted to register, provided
they qualify. The option codes are purposely limited to those series
for which the components indicated a need for further description. If
only one option code is necessary to describe the registrant's
qualifications, enter it in the first three spaces provided. A
combination of two options may be used with appropriate skills, as
long as the registrant qualifies for both. If no option code is
necessary to describe the registrant's qualifications or if the
registrant is a generalist in the series, leave these six spaces
blank. Options authorized for use with engineering series are not to
be used with an engineering series which has the same definition.
Example: Do not use ELD, Electronics option, with Electronics
Engineer Series GS-855.

(b) The option of Trainee, Option Code TRA, in
Appendix D, may be coded with any General Schedule or Wage Grade
series. Its purpose is to ideniifly skills of registrants who are
currently in formal training programs (such as, apprentice, worker-
trainee, management intern, etc.).

(c) The options of Typing, Option Code TYA,
Stenography, Option Code STC, and Data Transcribing, Option Code DAT,
may be used with any appropriate General Schedule Series. They are
not appropriate for use with every series. For example: The Option (
of Typing, Option Code TYA, would not be used with a GS-201-13,
Civilian Personnel Officer position. The GS-318 Secretary series must
be coded with either the STC-Stenography Option or TYA-Typing Option.

(d) Individuals showing Typing (TYA) option after
any appropriate series will automatically be considered for that
position not requiring typing. (Example: If an activity has a GS-
303-4 vacancy, individuals registered for GS-303-4 TYA will be
referred.)

(e) The GS-201, Personnel Management, and the GS-
801, General Engineering series, normally have two options ,- no
options with the following exceptions:

1 The "CPO", Civilian Personnel Officer, and
the"PSM", Personnel Systems Manager, may be used as a single option
with the GS 201 series. The "CPO" option code will never be used in
combination with other options in the GS 201 series, whereas the "PSM"
option code may be used in conjunction with another code.

2 A single commodity option code may be used
with the GS 801 series. Commodity options are as follows: CHD, CST,
INC, MIB, ORB, SHB, and WAB.
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Figure 8-4. Sample skill 1, Overseas Employment Program

This same registrant has had 4 years and 4 months specialized
experience as a Production Controller specializing in Aircraft at the
GS-09 level, is willing to accept a GS-09 for this skill, and is
willing to accept employment in the Philippines. Skill 2 would be
coded as:

PAT 14"06G LOW 0
G /P I lODI4 COOClS 90 *U SP WELO

SKILL ................ .. (,) l ls l l l 121 1AI I It 10 0019 1 910141o!91

Figure 8-5. Sample skills, Overseas Employment Program.

14. SPECIAL QUALIFICATIONS - Elements (42) and (43) - Enter
special qualifications - licenses, training, ratings, certificates,
etc. - that are related to positions for which employee is
registering. This element may also be used to enter the special
language skills of registrants in the OEP. Enter one letter in each
box and: leave one space between each word and abbreviate,. if
necessary. Enter in one of these elements the activity cod'..f Pthe
overseas registering activity when completing a registration Torn for
an overseas family member and after the activity code enter "Overseas
Family Member," or EO 12362 eligible, as appropriate. For Spouse
Preference Eligibles you must document eligibility (i.e., "Current
Employee," "Reinstatement Eligible," or "EO 12362 Eligible" and losing
activity code). If an employee is available for General Schedule
supervisory position, enter "Available for Supervisory Position." If
an employee is available for GM positions, enter "Available for GM
positions." If currently occupying an excepted service position,
enter "Available for Excepted Service Positions Only." If current
CIPMS employee covered by the Personnel Interchange Agreement, show .
"Excepted'Service - CIPMS." Only data contained within the boxes will
be included.
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C. SECTION B (COMPLETE FOR PRIORITY PLACEMENT PROGRAM REGISTRANTS
ONLY). - -_

This section will be completed for registrants in all Programs,
except the OEP. If this Section is coded for applicants in the OEP,
the registration data will be rejected by the computer.

1. ITEM 1 - SEPARATION DATE OR EFFECTIVE DATE OF CHANGE TO LOWER
GRADE - Element (44)

a. Displaced Employees.

(1) Program A - For both voluntary and involuntary
registrants enter the date the registrant is to be separated from
activity rolls as result of RIF, base closure, failure to accompany
transfer of function, or effective date of change to lower grade/part-
time position, or effective date of furlough for six months or
longer. Employees must be registered prior to the effective date of
separation or change to lower grade or part-time position.

(2) Program R - See Appendix B

(3) Program C - See Appendix F

(4) Program D - See Appendix J

b. Nondisplaced Overseas Employees.

(1) For nondisplaced employees returning to CONUS after
completion of one or more tours, the date must be left blank.

(2) For nondisplaced employees who are family members of
DoD personnel, enter the date LWOP begins.

(3) For nondisplaced employees, or former employees who
meet the appointment eligibility of EO 12362, as amended, who are
family members of DoD personnel, enter the family member's date of
registration.

c. Special Programs

(1) Panama Canal Commission - See Appendix E.

(2) National Guard Technician - See Appendix G.

(3) Department of the Army Family Member Priority
Placement Program - See Appendix A.

(4) Military Spouse Preference Program - See Appendix I

(5) National Guard Technician Employment Program - See
Appendix K.
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2)(4) Referral Code S - Activities planning to fill a
position through,, competitive procedures should requisition using
referral code S.-,, As a result the requisitioning activity will receive
Referral Resumes of Priority 1 and 2 registrants and also all.Pri'r&*t-
3's registered under t~he Spousal Prog'ram (S). 'JAA

(5) Referral Code 0 - Activities having a vacant
temporary position of "N-TE 1 year" duration should use a "Q" and will*
receive all registrants who indicated availability for temporary (a
"T" in element 33) AND Priority 3 Military Spousal Preference (S
Program) registrants. This type of requisition is necessary only for
those vacancies that are '"NTE 1 year" since this would be a valid
offer for a spouse.

h. Complete Examples:

(1) EXAMPLE: Referral of Priorities 1 through 3 is
required. The following requisition, Control Number 607, is being
submitted by Rickenbacker Air Force Base, Ohio, Activity 547A, for an
Auditor, GS-511-09, for one vacancy located at that installation.

0.0 PROMAN FOR STABILITY OF CIVLIAN EMPLOYMENT
VACANCY REOUW9TION .

OUMPLETE SM ACCZ)DANCE WM PART 11, CJIAPTZR 4. I4NJMUM:

DC UMENTO 10uuacR C " .M d..p.I ...... . .... .s .. ...a .a e ........-- -- -- - -- -- - .. ....-.... ....- - - - P F 1 ý

IN Os So u o" N A TI IT C DE .... . ... .. .. ... ....... ........................... .......... 5...4...7...A1

NUMMER OF VACANtCIES . ...... ...... ....... .... ... .. .- . ....... .. 1
Pro SERIuS Ga

PAT DOuer.. SE ISES AND GRADE ....-. . ........... . .. . . .. GIS 15 11 1 1 d9
OPCTION COOZIS' . . . -... .-- - - - ..- [.....~i~
000 COOtO ACTIVITY IPti@iit, PleaOINK PiSp Only) tawso . doo .o& of adoe"io sI atb oo Tr'usts vousoytoe locIate~d.- - - .- [I Ii
STAll (PIfilhy Pine....Plat ,iei aeiE~hne 1g .~ i npd-w,

(AMPI A1& THE FOLLOWRIG ITEMS FOR OVERSAS ENP"LOYMENT PNODGAN REQUISIT01lONSOLY:

014PEARAL COOS .... E l..... - . . . . . .. ~ - -. . . - - - I
E~s I-1 - foioamua rere... 0017
Eel.' -Z it .mdodsoos 'fmfvol in okise ndi s al le. a s 1~ a.. 30' he.r be" m~ bos t III W f9 do".. obi4b.,.e is sopS C
Eniter -x- ft esatti wknot coode 1 0. SAL

ClAY P 04FF ANNUAL SALARY.

FA.e ce...., Cad.o. Comp-eI 5s1W~ mefloses and MeNWe Suel 7 . . . . . . -. I II.. I-. . . .

Figure 10-5. Sample vacancy requisition, all priorities.
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DoD 1400. 20-1-M

(Chap 10, Para B34h(2))

(2) EXAMPLE: Referral of Priorities 1 and 2 is
requested. This requisition is being submitted for Fort McPherson,
GA, Ac-tivity Code 3llA, Control Number 7211, for Program Analyst, GS-
343-11, for one vacancy located at that installation.

DOD PROGRAM FOR STABILITY OF CIVILIAIA EMPLOYMENT
VACANY REOUISITION

C.OuPLLTlV IN ACCOREDANCE WIT~l PART II. CHAPTER 4. MO~M 1400.WA

DOCUMENT IDENTIFIER .. ...... .

CON TROL *UM0190R (40 see 41.pl.... 0p .y elb.. VaceCym) R~qeiiailee 71211 11
REQUISIT0O",pG ACTIV.TY COOC .............................- 1 31 11

MUUWNR OF VACANCIES ....... ... I...i...E
pop SERUSK am

PAT GROUP. SERIES AND0 GRADE I GSf3 14131 1 1 1

OPYSON OES II".III
000 COOED ACTIV.Y'f (PumffitY Piwimiemt lPeege 01111 ~me dw go.j e *1I snhyh 44 uhb" at em... .wceam is .ecued .. [.....
STATE WCowetwy Plasceuet PoefeaPS (My) 'e'ager teweCO it of Iecamse o e . v acancy Isa m essia.d me eINI'ted.t C44 .... _____ -[[

CAMPLETE THE FOLLOWING ITEMS FOR OVERISEAS DNPLOYMENT PROGRAM REPIIIWE OILY:

REFER1RAL CODE .... .. .. ... ..
Eat". "a" :1 as.Nal citmwel eely
Eftee *fr II edeese otteeeaI as desaidfo WWII at 11.... to r~wnems ba. e" lit, Neem far of der*.. uwachew,. ins .u C

M SAL
CTRv P DIPP ANNUOAL SALARY'.

lemv Cwauy, Cad&. Caompeee Sely le. inaueA and Anmael Salary.............-... ... ..

t O" Isis n.faca ces aem emf no toJ" s Asmp m e Vww sup isa Fe assNW gaas& tevee. *~.,mU

Figure 10-6, Sample vacancy requisition, priorities 1 and 2
only.
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APPENDIX B

DOD PLACENENT PLAN FOR EMPLOYEES UNDER GRADE RETENTION

(Program R)

A. PURPOSE

1. This appendix prescribes policies and procedures pertaining to
the PPP registration and placement of DoD employees with entitlement
to grade retention under 5 US Code, Chapter 53, Section 5362. A
special subprogram, PPP Program "R", has been established to
accomplish such registration and placement.

2. In accordance with the Deputy Assistant Secretary of Defense
(Civilian Personnel Policy) Memorandum, dated 2 Nov 90, Subject:
Grade and Pay Retention, the following clarification/amendment is made
to the 13 Feb 87 memo, same subject, paragraph a (1) to ensure that
grade retention will be offered:

(I) When an employee receives a reduction in force notoice
proposing change to lower grade or separation and accepts a 1!wer
graded position at the same or another-DoD activity. If the positipn

( .. accepted is not a grade lower than one which has been offered by his
or her activity, grade retention will be granted. If the position
accepted is at a lower grade than one which has been offered by the
activity, grade retention may be granted, provided management
determines that placement in the position is in the Government's
interest.

3. Program "RO is the means by which employees with grade
retention will be afforded priority referral for vacancies for which
qualified in activities serviced by their "A" coded civilian personnel
office, unless the employing DoD component has a separate component-
wide plan which affords equal or greater placement opportunity for
such vacancies. Program OR" is also the means by which employees may
elect to obtain priority referral for commuting-area vacancies for
which qualified in activities other than those serviced by their "A"
coded civilian personnel office. Policies and procedures governing
referrals within and outside the *A" coded activity are outlined in
paragraph C5 below.

4. All DoD policies and procedures applicable to the PPP set
forth in this manual, except as modified herein, are to be applied.

B. AUTHORITY

1. 5 United States Code 5361-5366

2. 5 Code of Federal Regulation Part 536

3. FPM 536, Grade and Pay Retenti'on
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C. PLACEMENT PLAN

1. Pre-Registration Referrals. Employees with entitlement to
grade retention under 5 US Code, Chapter 53, Section 5362 will, along
with other employees scheduled for RIP separation or downgrade, be
afforded placement assistance at the employing activity in current
vacancies for which qualified in their present grades consistent with
the provisions of Chapter 4 of this manual. Also in Chapter 4 is a
Decision Table which shows the relationship between temporary
employment and retained grade and pay entitlement.

2. Registration in Program "A".

a. Employees in receipt of RIF notices offering changes to
lower grade with entitlement to grade retention are eligible to be
registered only in Program "A" under the provisions of this manual
during the specific notice period. They nday be registered for the
current grade and for as many as three grades below the current grade,
down to but not including the RIF demotion grade, for referral to
vacancies within and outside the employee's commuting area.

b. RIF demotees who elect to be registered in Program "A"
during the specific notice period will be automatically deleted from
the program by computer action based upon the release date entered in
DD Form 1817, Element (45). At that time, the servicing activity will
register an employee entitled to retained grade in Program "R" by
submitting a new DD Form 1817 to DDSC, coded in accordance with
paragraphs 3, 4, 5, and 7 below.

3. Mandatory Registration Into PPP Program "R".

a. Program Code "R" will be used for mandatory registration
of employees under grade retention, in conformance with 5 US Code,
Chapter 53, Section 5362, who cannot be placed under provisions of
paragraph Bl and 2 above. Employees serving under grade retention
will be mandatorily registered in Program "R" for the area of
availability indicated in paragraph 5a(1) below at the time they enter
the 2-year period of retained grade status. They will be registered
only at their retained grade for all skills (up to five) within their
pay group for which they are fully qualified.

b. Employees who elect to initiate formal appeals of their
downgrade actions will not be required to register in Program "R"
while the appeal is pending. However, such employees may be
registered at their option. If such an employee is placed under
Program "R", the placement action will be considered final regardless
of the outcome of the appeal. Should such a registrant decline a
valid and reasonable offer while the appeal is still pending, he or
she will be released from Program "R". By such a declination,
eligibility for grade retention ceases.
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4. Restricted Registration of Retained Grade Employees Placed at
Other DoD Activities. Employees under retained grade, who are placed
through Program "A" during the RIF notice period, at a DoD activity in
a different commuting area involving a permanent change of station
move, will be registered in Program "R" only for organizations of the
gaining activity (i.e., serviced by the "A" coded CPO) which are
located in the commuting area of the employee's new assignment. This
restriction will apply for 1 year following transfer or
reassignment. Following the expiration of the 1-year period,
registration may, at the employee's option and with Zone Coordinator
approval, be expanded up to and including all DoD activities in the
commuting area for the remainder of the 2-year grade retention
period. Such expansion will be consistent with the standards under
paragraph 5 below.

5. Area of Availability ("R" Program).

a. Initial registration will be- restricted to the
organizations serviced by the A-coded civilian personnel office within
the commuting area for ninety days and may be expanded to all
component activities in the commuting area after the ninety day
period.

b. Zone Coordinators may authorize initial or expanded DoD-
wide registration in the commuting area;

(1) When an eligible employee is qualified only for
skills and grades which are poorly represented at his or her own A-
coded activity;

(2) When a registrant has not received an offer after a
minimum registration period of six months; or

(3) Following expiration of the one year period during
which full program registration is precluded under Paragraph C4 above.

c. When it is anticipated that placement cannot be made in
the commuting area, the employing DoD Component Coordinator may
authorize registration within that component for locations which would
require a permanent-change-of-station move. If registration is
desired for activities in other components outside the commuting area,
this must be approved by the appropriate Zone Coordinator. In either
case the employee must concur with registering outside the commuting
area. If a registrant declines a valid offer outside the commuting
area, he/she may not subsequently be referred beyond the commuting
area. When this occurs, file maintenance documentation will be
submitted to DDSC to change the registrant's area of referral.
Registrants placed at activities outside their commuting area will
have their PCS costs paid by the losing activity. NOTE: An out of
area job offer is not a reasonable offer under 5CFR, 536, Section
536.209; thus, a declination does not terminate grade retention.
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/

6. Declination of Offer. If an employee eligible for retained
grade declines placement in a lower-graded position offered through
Program "A", the employee will be deleted from Program "A". Such
employee will be registered mandatorily in Program "R" for the
retained grade at the time the 2-year period of retained grade status
begins. When a match requiring an offer occurs with an "R* registered
employee who is fully qualified for the vacancy, the registrant will
be offered the position in writing and provided with a written
position description. (See 5 CFR, 536, Subpart B, Section 536.206).
The offer must inform the individual that any entitlement to grade
retention will be terminated if that offer is declined. If the
registrant refuses the offer, entitlement to further PPP referral
terminates. As provided in 5 CFR, 536, Subpart B, Section 536.208,
grade retention will be terminated at the end of the pay period in
which the employee declines a reasonable offer. Immediately upon
declination of an offer, a report action must be submitted to DDSC to
delete the registrant from the program. -

7. Registering Activity Procedures.

a. CPOs will register eligible employees in Program "R" in
accordance with this manual, with the following modifications:

(i) Element (02) on the Registration Form, DD Form 1817,
will be coded "R".

(2) Elements (12) and (13) will be coded to reflect the(
position held immediately prior to entrance into the 2-year period of
retained grade status.

(3) Elements (37) through (41), Skills. Pay group and
high and low grades will be coded as follows:

(a) Pay Group is restricted to the pay group of the
retained grade, e.g., GS to GS; WG to WG; WL to WL; WM to WM; WD to
WD, etc. Exception: Employees downgraded from a special wage
category which thereafter no longer exists may be registered in other
pay systems for skills for which they are fully qualified.

(b) The high grade and low grade will be the
retained grade. Registrants being registered in other pay groups who
are not qualified for the equivalent grade may be registered for the
highest intervening grade for which technically qualified.

(4) Element (42) or (43), Special Qualifications. For
employees who held a supervisory position at the time of the change to
lower grade, enter "Available for Supervisory Position."

(5) Element (44), Separation/Change to Lower Grade Date,
will be coded with the effective date of the employee's retained grade
entitlement (i.e., the date the employee enters the 2-year period of
retained grade status).

(6) Element (45), RNlease Date, will be coded with the
date on which retained grade entitlement terminates.
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DEPARTMENT OF DEFENSE

DATA SUPPORT CENTER
DEFENSE ELECTRONICS SUPPLY CENTER

DAYTON, OH 45444-5310

INREPLY DDSC (Ms. Madges/AV 986-5156/kc) 25 Nov 91
REFER TO

SUBJECT: DoD 1400.20-1-M, Interim Change

TO: Civilian Personnel Officer
All DoD Activities

1. Effective immediately DD Form 1817, DoD Program for Stability of
Civilian Employment Registration, DD Form 1819, DoD Program for
Stability of Civilian Employment File Maintenance, and DD Form 1820.
DoD Program for Stability of Civilian Employment Report Action are
obsolete and may no longer be used. (Registrant and Referral resumes
previously issued by DDSC may be used to return report actions
to Dayton.) The documents enclosed contain interim procedural changes
to DoD ]400.20-1-M, DoD Program for Stability of Civilian Employment,
dated September 1990. These changes explain the way data will flow
between DDSC in Dayton and each DoD activity; however, these documents
contain no policy changes.

2. Chapters 8 and 9 are completely new and replace current chapters.
These chapters explain using the new Format *1 for registration and
file maintenance for Programs 4, R, C, G, D, F, S, and K. Chapter 7
contains procedural instructions for the Overseas Employment Program
(OEP), "B" Program, for registration and file maintenance using Format
'2. Existing pages 7-1 through 7-6 will remain and will be updated at
a later time.

3. Throughout DoD 1400.20-1-M there are references to Forms 1817, 1819
and 1820 and as changes are made to the various pages of the manual we
wi:. incorporate the new Formats.

4. The following documents are enclosed:

a. Chapter 7 pages 7-7 through 7-14. (Add to current Chapter 7)
b. Chapter 8 pages 8-1 through 8-16. (Replace current Chapter 81
c. Chapter 9 pages 9-1 through 9-2. (Replace current Chapter 9)
d. DDSC Bulletin Board System Automation Guide for Using the

Registration Software Program.
U. DDSC Bulletin Board System Automation Guide for Using the DORS/

Stopper Software Program.

5. Copies of Format #1 and #2 are enclosed and should be reproduced
locally.



"IDSC PAGE 2' 'ifN
.UBJECT: 7,oD :400.20-1-M, Interim Change

6. individuals currently registered in PPP should be given an
opportunity to complete the following 'new* Items:

a. Item 17 - Appointment Eligibility (important if available for
referral to non DoD Federal agencies).

b. 2tem 18 - Excepted Service (if applicable)
, t. tem 22 - Major (data will b, transmitted to nun DoD Federai

C'ies and :rJvate sector.
,f -tem 27 - Available for GMSupervisor or Both 'availability

shýwri here allows removal in 'old' elements 42 and 4.
e tem 28 - Avai:able for Temporary Position (separate item

anput)
f. Item 29 - Available for Non DoD Federal Agency Consideration

(although not a new Item, registrant should be aware he/she determines
whether or not referred to other Federal agencies).

g. Items 57 through 62 - Private Sector (indicates availability
for referral to private sector)

h. Item 63 PPP Approving Official (requires input of Zone/
Component/Regional Coordinator name when exception to policy was
approved).

7. The new Bulletin Board System (BBS) automation package was
available for downloading 12 Nov 91. Questions should be directed to
Jeff Cherry or Lane Coffee at AV 986-6473 or CM 513 296-6473. Thls
package also contained BBS automation instruction on the Defense
Outplacement Referral System (DORS). Policy and procedural
instructions on DORS was sent under separate cover.

8. While procedures have completely changed in the way data is
transmitted to DDSC in Dayton, policy remains the same. Any changes to
policy will be issued as a change to DoD 1400.20-1-M, through normal
channels.

9. Questions on the new Formats or automation system should be
directed to DDSC in Dayton, Ohio.

/ JAMES D. FORINASH
Chief, Defense Data
Support Center



DoD 1400.20-1-M

(Chap 7, Para I) Interim Chg, Nov 91

I. REGISTRATION INSTRUCTIONS

The following information provides an explanation for each entry
to be completed in the registration process. Each entry is preceded
by a number which is the "Item" number for that particular entry of
data. Specifics on each item are:

01 REGISTERING ACTIVITY CODE - Four character code assigned to the
registering activity. (Last digit must be an "A".)

02 REGISTERING CPO CONTACT - Last name then first name of the
individual at the registering activity who should be contacted for
additional information or offers.

03 CPO CONTACT PHONE NUMBER - Show number starting in first box and
continuing to the right.

04 SOCIAL SECURITY NUMBER OF REGISTRANT - The nine digit social
security number of individual who is registering which is the primary
identification source for every registrant.

05 PROGRAM CODE - Enter "B".

06 NAME OF REGISTRANT - Last name, first name then middle initial of
registrant, in that order.

07 STREET ADDRESS - Registrant's current street or mailing address.
Abbreviations may be used to conserve space, i.e., St for Street.

08 CITY - The city in which the street address is located.

09 STATE - The state code (from Appendix C) for the registrant's
current address.

10 ZIP - Registrant's 5 digit zip code.

11 TELEPHONE - Registrant's home telephone number.

12 COMPONENT - Appropriate code from Appendix C of present or former
Federal employer.

7-7
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(Chap 7, Para 113) Interim Chg, Nov 91

13 PAY GROUP, SERIES, GRADE - Current permanenr ot last permanent
Federal employment.
Pay group - Two letter input in first two blocks (i.e., GS, GM, WG,

WL, etc). If pay group of current or last employment
consists of 3 or more characters, enteL the first two
characters in the spaces provided.

Series - Five digit input in the 3rd through 7th blocks. Leave
blank any unused blocks - Do not add zeros to fill in
blanks.

Grade - Last two spaces are provided tot the grade. 11: below grade
10, show as a single grade in the last box.

14 POSITION - Enter as much ol the regi-sraniit jot) title and
option, if any, as possible. Leave blank space between segments of
title and option.

15 NATURE OF WORK - Code nature of work in which employed. Leave
blank if registrant does not properly belong in one of these four
groups.

Code S - Staff - duties performed in support ot a Headquarters,
Administrative Office or Management function.

Code 0 - Operations - duties performed in the actual accomplishment
of mission operations.

Code R - Research and Development - duties pertormed in study and
investigation undertaken to establish facts or principles
and use of gained information in development of a finished
product or system.

Code T - Trainee - Management Intern or other similar formal
training program.

1b SALARY - Enter the registrant's current oi Last annual salary.
For hourly employees, compute salary by multiplying 2087 hours times
hourly rate.

17 PHYSICAL HANDICAP - Enter the applicable two digit code listed in
Appendix C.

18 EDUCATION - Enter one of the following codes to indicate
schooling completed:

I - Non-high school graduate
2 - High school graduate (or equivalent)
3 - Some college - no degree
4 - Junior college - 2 years
5 - College graduate
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19 DEGREE - ft 4 ,oi 5 is entered in, EdRiatiol. ,nit-i one of the
[ollowing codes lo indicate the highues I degLe,, lield by the
registrant:

A - Associate Degree B - Bachelor's Degree
M - Master's Degree D - Doctorate Degree

20 COLLEGE MAJOR - Entet the major field of study It you entered a 4
or 5 in entry 20 above. This is a 20 space narrative field,
therefore, enter the actual major field of study (i.e., History,
Nursing, Elec Engineering).

21 SERVICE COMPUTATION DATE - !'his is the date used ro determine the
a.2ount of creditable Federal service foi reduction-in-torce purposes
excluding any additional credit for performance ratings, whether an
employee with career/career conditional status or an excepted
employee with personal career/career conditional status. Enter last
two digits of year first, then 01 through 12 for month, and lastly 01
through 31 for day, in that order. Leave blank for reinstatement
eligibles.

22 SECURITY CLEARANCE - Enter the appropriate coae which describes
the registrant's current security clearance status. Leave blank for
reinstatement applicants.

V-Crypto T-Top Secret S-Secret C-Confidential N-None

23 TENURE GROUP - Career, career-conditional, and excepted employees
will be coded with a tenure group and subgroup code to correspond
with those outlined in FPM Chapter 351, Subchapter 3, as follows:

IA - Career Veteran* 1B - Career Non Veteran
2A - Career-Conditional Veteran* 2B - Career-CondiLional

Non-Veteran
3A - Excepted Veteran* 3B - Excepted Non-Veteran

*includes preference eligible having compensable service connected

disability of 30% oL more. Leave blank for reinstatement eligibles.

24 through 26 JOB EXPERIENCE - Enter the time period, showing the
"from" and "to" by year and month (can't be left blank nor can the
word "present" be used) and the job title foi work experience

obtained in Federal service or private industry. The most recent

experience must be shown first.
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27 through 29 SKILLS - This item provides Lot LegasLratlon up to
three skills.

a. DoD employees may be registered fot rhuse skills - pay
group, series, grade, option (it any) - and country locations for
which fully qualified which their component has entered on the OEP
Acceptance List or current OEP Positive Recruiting List (PRL). These
employees may also be registered for skills on those lists which have
been identified as being available for registrations from non-
Component sources. Non DoD Federal employees aiim] reinstatement
eligibles may only register tor those skills appearing oh the OEP
Acceptance List or current PRL which are identified as being
available for registrations from non-component sources (See Chapter
7, para B). The following procedures will be followed in coding
Items 27, 28, and 29.

(1) Pay Group - Entet the Pay Group as it appears on the
OEP Acceptance List or current OEP PRL.

(2) Series - Enter the series as it appears on the OEP
Acceptance List or current PRL.

(3) Option Codes - Enter the option code(s), if any, as
reflected on the OEP Acceptance List or current OEP PRL. Option
codes other than those in Appendix D may be used in the manner/
combination as they appear on the OEP Acceptance List or PRL. Leave
these 6 spaces blank if no option codes are listed with the skill.

(4) High Grade - Enter the highest grade for which the
registrant is qualified by meeting all qualification and legal
requirements under current OPM regulations. This grade level may not
exceed the highest grade for the position shown on the OEP Acceptance
or Position Recruitment Lists.

(5) Lowest Grade - Enter the lowest grade aceeptable to
the registrant reflected on the OEP Acceptance List or current PRL,
for the skill for which registered.
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(6) Years Experience - Foi Genieral ,cicedule skills,

enter the total number of years of creditable specialized experience
as defined in the appropriate OPM qualification standards. Six
months or more will be counted as one full yeaL. If the registrant
has less than 6 months specialized experience in the skill, leave

these spaces blank. The specialized experience shown must always
equal or exceed the minimum requirement undei applicable OPM
Standards for the high grade for which being registered. For Wage

Grade skills, enter the total number of years the registrant actually
held such a position. If the registrant has nevei held the Wage
Grade position, leave these spaces blank.

(7) Highest 6rade Held - Entet the highest grade the

applicant has held in the Federal service tot the ikill for which
being registered. It the applicant has never held the skill in the
Federal Service, leave these spaces blank. -

30 and 31 ADDITIONAL EMPLOYEE INFORMATION/SPECIAL QUALIFICATIONS -
Enter pertinent additional information or special qualifications such

as licenses, training, ratings, certificates, special language
skills, etc. - that are related to positions for which the applicant
is registering. If available for GS supervisory and/or GM positions,

enter "Avail for supervisory" and/or "Avail for GM". Enter one
letter in each box and leave one space between each word and
abbreviate, if necessary.

32 RE-EMPLOYMENT RIGHTS REQUIRED - Due to the granting ot

re-employment rights across component lines, this item will be left

blank for all registrants.

33 REDUCTION IN FORCE (RIF) - If individual is currently in receipt

of a RIF notice advising of pending separation or change to lower
grade, or has been separated under RIF notice, enter Y for Yes. If
the registrant is not in receipt of such notice or has not been

separated by reduction-in-force, enter N for No. This Item must be
kept current by submission of a File Maintanance to reflect any

change in status.

34 through 37 These Items will be completed loi registrants who

have worked overseas in a military or civilian capacity, regardless

of whether or not the tour was completed. Leave blank if applicant

has not worked overseas.
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34 LAST OVERSEAS TOUR TYPE - Enter one ot the toilowing codes to
identify type of overseas tour:

a. C - US Government Civilian Employee
b. M - Military Member of US Armed Forces
c. P - Employee of firm under contract to US
d. 0 - American citizen working in overseas location in

capacity other than the three listed above.

35 COUNTRY - Enter the appropriate two-chara-wet coujI fLy code from
Appendix C for the country in which applicant w.a & employed. (NOTE:
If other than country code listed, enter 00 in this iten).

36 COMPONENT - Ii the registrant 's type ol ovet>;Ias ioui is C or M,
enter the code from Appendix C for the componen? of the Service in
which employed. Leave blank if the type of overseas tout is P or 0.

37 DATE DEPARTED AND DATE RETURNED - Enter the year and month that
the registrant departed the US in the first tour spaces. In the last
four spaces enter the year and month the registrant returned to the
US from his/her last overseas tour.

38 through 40 These Items to be completeo for reinstatement
eligibles only.

38 COMPONENT Enter the appropriate code tiosu appendix C to
indicate which DoD component or Federal agency employed the
registrant at the time of the registrant's last separation.

39 TOTAL MONTHS SERVICE - Enter the total creditable number of
months of Federal civilian service as a three digit number using
zeroes as necessary. For example: 7 months of Federal civilian
service would be coded 007 or 38 months coded as 038.

40 YEAR SEPARATED - Enter the last two digits of the calendar year
in which the registrant was last separated from Federal civilian
service.

41 through 43 - These Items will be used to identify country
selections and to limit referral to a single component's activities
within the countries selected.
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41 COMPONENT - This space may be coded to limit tcerel[al to overseas
activities within a single component in the country or countries
selected. Leave blank when registrant is eligible for and willing to
be referred to more tha-i one component. The authorized codes are:
"A" (Army); "N" (Navy); "F" (Air Force); and "S" (Detense Logistics
Agency).

42 and 43 COUNTRY SELECTIONS - Space is provided Lot selection ot
not more than 28 overseas locations listed in Appendix C. Acceptance
List and PRL. Only these codes may he used. Use of code.• other than

the established codes vill result in rejection of the iegistration by
the computer.

J. FILE MAINTENANCE INSTRUCTIONS

1. BBS Instr c ions - Changes to cmi en regi jtatjois through
the BBS will be made by [ollowing ploceduLeS ont'ainied in the
Automation Procedures Manual.

2. Manual/Mail Instructions - it sending a rilt maintenance by

mail, the "File Maintenance" block located in the upper right hand
corner of Format #2 must be checked. In additioni, Items 01, 02, 03,
04, 05, and 06 must be completed along with the entire line of the
"changed" Item.

a. After completion o± these Items, go to cntw Item (s) to

be changed and complete the ENTIRE Item line. A change to any part
of an Item deletes data previously contained in that Item line. In

addition, any change to Items 41 through 43 will automatically delete
previous data contained in the entire area; therefore, it is
necessary to recode all data for Items 41 through 43 when any change
is made.

b. If an Item is to be deleted, show an asterisk (*) in the
first entry of the Item to be deleted.
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3. USE OF FILE MAINTENANCE 'TO EXTEND REGISTRATION IN THE OEP
FOR ONE YEAR

Registering civilian personnel offices will De notified by a
Registration Update Notification Listing of those registrants who
have been in the OEP for 11 months. The CPO should first determine
whether the registrant(s) desires to have the registration data
extended for an additional year. For those who desire extended
registration, the CPO should review the resume fjatd to determine
which data are to be updated. To make changes, ompietion of a
Registration/File Maintenance Format #2 must o( completed and
submitted to DDSC. If the file maintenance is received and processed
by DDSC before the end of the 12th month wi the applicant's
registration, the file maintenance will serv- ro extend the
registration in the OEP foi alt additional yeai. r. Lile maintenance
containing a change to any Item that is subrmitted during the year
will seiie to update an OEP registration for a yeai from the date
processed by DDSC. An updated Resume Audit with the annotation
"Registration Renewed" will be forwarded to the registering CPO. If
the Format #2 isn't received at DDSC before the end of the 12th
month, the registrant will be deleted from the OEP by automatic
computer action and future registration will require submission of a
newly completed Format #2 to DDSC.

K. REGISTRANT AND CIVILIAN PERSONNEL OFFICIAL'S CERTIFICATION

1. In ordet to assure that an individual i,, iware of the
obligations for registration and that the informatiol, provided is

properly coded and reviewed, signatures ot the registrant and the
Civilian Personnel Official iesponsible fox tegistering the applicant
are required.
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CHAPTER 8

INSTRUCTIONS FOR COMPLETING REGISTRATION

A. REGISTRATION

1. Registration/File Maintenance Format #1 wii1 be used by DoD
civilian personnel ottices tor both BBS and mail submission of
registrations into any of the programs covered by this manual except
the Overseas Emplovmen, Program ("B" Program). (Specifics for the
"B" program are cov"ered in Chaptei 1). Instructions tor completing
Format #1 are touid in this chapter with specifics for each

particular program covered ill the appropriate appendix. Upon
completing the registration. transmission by BBS to DDSC will be made
in accordance with the DDSC Bulletin Board System (BBS) Automation
Guide for Using the Register Software Program. For those not
connected to BBS, Format #1 should be mailed to: Defense Data

Support Center, Attn: DDSC, 200 Freedom Rd, Suite 1, Dayton, Ohio
45444-5310.

2. The Defense Outplacement Referral System (DORS) uses
Format #1 and the same electronic system with data flowing in and
out of DDSC in Dayton but is a separate program from the PPP and is

covered by separate instructions. For information on DORS, refer to
the DORS Users Guide.

B. REGISTRATION INSTRUCTIONS

The following information provides an explanation tor each entry
to be completed in the registration process. Each entry is preceded
by a number which is the "Item" number for that particular entry of
data and will be referenced throughout this manual. Specifics on
each item are:

01 REGISTERING ACTIVITY CODE - Four character code assigned to the
registering activity. (Last digit must be an "A".)

02 REGISTERING CPO CONTACT - Last name then first name of the
individual at the registering activity who should be contacted for
additional information or offers.

03 CPO CONTACT PHONE NUMBER - Use CPO area code and commercial
number if registrant is in "A" program and available for non DoD

and/or private sector; otherwise you may use Autovon. For overseas

activities, omit country code and show number starting in first box

and continuing to the right.

04 SOCIAL SECURITY NUMBER OF REGISTRANT - The nine digit social

security number of individual who is registering which is the primary

identification source for every registrant.
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05 PROGRAM CODE - In order to identify the program in which an
individual is to be registered, specific codes have been assigned, as
follows:

"A" - Priority Placement Program (PteP)
"B" - Overseas Employment Program (OEP)
"R" - DoD Placement Plan foi Employees Under Grade Retention
"C" - Air Force Status Ouo Piogi-aw
"I" - National Guard Technician Disability Placement Piogram
"D" - Army Military Technician Program
"F" - Army Family Membei Priority Placement Program
"S" - Military Spousal Preference Program
"K" - National Guard Technician Employment Program

06 NAME OF REGISTRANT Last name, first name then middle initial of
registrant, in that order.

07 STREET ADDRESS - Registrant's current street or mailing address.
Abbreviations may be used to conserve space, i.e., St for Street.
This Item may be left blank for registrants from overseas activities.

08 CITY - The city in which the street address is located. This
Item may be left blank for registrants from overseas activities.

09 STATE - The state oi country code (from Appendix C) for the
registrant's current address.

10 ZIP - Registrant's 5 digit zip code (if overseas, APO/FPO

number).

11 TELEPHONE - Entel registrant's area code and commercial number
if in "A" program and available for non DoD and/or private sector;
otherwise Autovon may be used.

12 COMPONENT - Appropriate code trom Appendix C of present or former
Federal employer.

13 PAY GROUP, SERIES, GRADE - Current permanent or last permanent
Federal employment.
Pay group - Two letter input in first two blocks (i.e., GS, GM, WG,

WL, etc). If pay group of current or last employment

consists of 3 or more characters, enter the first two

characters in the spaces provided.
Series - Five digit input in the 3rd through 7th blocks. Leave

blank any unused blocks - Do not add zeros to fill in
blanks.

Grade Last two spaces are provided for the grade. If below grade
10, show an a single grade in the last box.
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14 POSITION - Enter as much of the registrant's job title and
option, if any, as possible. Leave blank space between segments of
title and option.

15 NATURE OF WORK - Code nature of work in which employed. Leave
blank if registrant does not properly belong in one of these four
groups.

Code S - Staff - duties performed in support of a Headquarters,
Administrative Office or Management function.

Code 0 - Operations - duties performed in the actual accomplishment
of mission operations.

Code R - Research and Development - duties pertormed 1r, study and
investigation undertaken to establish fautil: oi principles
and use of gained information in developmenf of a finished
product or system.

Code T - Trainee - Management Intern or other-similar tormal
training program.

16 SALARY - Enter the registrant's current or last annual salary.
For hourly employees, compute salary by multiplying 2087 hours times

hourly rate.

17 APPOINTMENT ELIGIBILITY - This is the appointability status of

the registrant. Enter one of the codes which best identifies the
registrant's status.

A - Career (current employee)
B - Career-conditional (current employee)
C - Executive Order 12362 (as amended) eligible
D - Reinstatement Eligible
E - Non Status
F - Excepted Service

G - Other (VRA, Handicapped etc.)

18 EXCEPTED SERVICE - In first box show a "Y" if currently in an
excepted service position or "N" if not. In second box indicate one

of the following letters if a "Y" was shown in first box:

a - Excepted Service (eligible only for excepted service
positions)

b - Excepted Service (Civilian Intelligence Personnel Management
System (CIPMS)

z - Other
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19 PHYSICAL HANDICAP - Enter the applicable two digit code listed in
Appendix C.

20 EDUCATION - Enter one ot the following codes to indicate
schooling completed:

I - Non-high school graduate
2 - High school graduate (or equivalent)
3 - Some college - no degree
4 - Junior college - 2 years
5 - College graduate

21 DEGREE - If a 4 or 5 is entered in Education, enteL one of the
following codes to indicate the highest degree held by the
registrant:

A - Associate Degree B - Bachelor's Degree
M - Master's Degree D - Doctorate Degree

22 COLLEGE MAJOR - Enter the major field of study it you entered a 4
or 5 in entry 20 above. This is a 20 space narrative field,
therefore, enter the actual major field of study (i.e., History,
Nursing, Elec Engineering).

23 SERVICE COMPUTATION DATE - This is the date used to determine the
amount of creditable Federal servi-- for reduction-iii-force purposes
excluding any additional credit tor performance ratings, whether an
employee with career/career conditional status or an excepted
employee with personal career/career conditional status. Enter last
two digits of year first, then 01 through 12 for month, and lastly 01
through 31 for day, in that order. Leave these spaces blank for
E.O. 12362, as amended, eligibles.

24 SECURITY CLEARANCE - Enter the appropriate code which describes
the registrant's current security clearance status.

V-Crypto T-Top Secret S-Secret C-Confidential N-None

25 TENURE GROUP - Career, career-conditional, and excepted employees
will be coded with a tenure group and subgroup code to correspond
with those outlined in FPM Chapter 351, Subchapter 3, as follows:

1A - Career Veteran* 1B - Career Non Veteran
2A - Career-Conditional Veteran* 2B - Career-Conditional

Non-Veteran

3A - Excepted Veteran* 3B - Excepted Non-Veteran

*includes preference eligible having compensable service connected

disability of 30% or more.
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26 AWARDS - Entet "Y" tor Yes or "N" Loi No to indicate whether
registrant has received any awards dui ing the past It) yeais which are
pertinent to qualifications for the position(s) tor which registered.
Further description (i.e., 0S1, SSP, etc) may be shown in Item 39 or
40.

27 AVAILABLE FOR GM/SUPERVISOR OR BOTH - Enter appropriate code.
G - Available for GM S - Available for Supervisory Positions
B - Both (GM and Supv) N - Not available for either

28 AVAILABLE FOR TEMPORARY POSITION - Entet a "T" ii available for a
temporary position in the commuting area oi an "N" it not available.

29 AVAILABLE FOR NON DOD FEDERAL AGENCY CONSIDERATION - Entry for
"A" program only. Enter a "Y" to indicate availability for non DoD
Federal agency positions or an "N" if not avail-able. It a registrant
indicates availability and has a spouse who plans to register in DORS
for referral, the registrant has the option of indicating an "S" in
this block. This will alert the potential employer that the
registrant has an accompanying spouse seeking employment.

30 AVAILABLE FOR RESERVE TECHNICIAN - EnteL "Y" tor Yes or "N" for
No to indicate whether registrant is tentatively eligible for and
willing to actively participate as a Reserve Technician as a
condition of employment.

31 through 33 JOB EXPERIENCE - Enter the time period, showing the
"from" and "to" by year and month (can't be left blank nor can the
word "present" be used) and the job title tot work experience
obtained in Federal service or private industry. The ,:ost recent
experience must be shown first.

34 through 38 SKILLS - This item provides for registration for up to
five skills in the PPP.

a. Registrants who are to be rated for Wage Grade skills
will be rated under the Job Element procedures contained in OPM
Handbook X-118C, Job Qualification System for Trades and Labor
Occupations. Civilian personnel officials should consider the
knowledges, skills, and abilities in determining the Wage Grade

positions for which a employee is to be registered. Registrants who
have basic eligibility for a Wage Grade position Linder the Job
Element method should qualify for the same position at another
installation. Requirements for like Wage Grade jobs throughout DoD
should be similar. The prime consideration will be the registrant's
ability to do the work, and eligibility for the position will be
determined on that basis. General Schedule employees may be
registered for those acceptable Wage Grade positions for which fully

qualified and gaining activities will make determination whether the

offer constitutes a promotion based on their local wage scale.
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b. Registration in the program can be effected for GS, WG

and WL (Grade 15 and below). WS (Grade 19 and below), and special
Wage Grade pay systems, e.g., WD, WJ, WK, etc., with applicable grade
levels. GM employees may be registered for any appropriate pay
system and grade, and indication of availability for GM positions
must be included in Item 27 of Format #J when the registrant is
available for such positions.

c. Registering civilian personnel ofticials have the
responsibility to determine and register individuals tor those series
and grades (not to exceed the present grade) fo -which fully
qualified. As a minimum, employees are to be registered for their
current skill. Exceptions to this require approval of the Zone
Coordinator.

d. If the registrant has less than five skills, complete
only those required and leave the remaining-Items blank. If an
employee has more than five skills, the five most likely to provide
an opportunity of continued employment in the registrant's selected
area(s) should be used.

e. A registrant who, at the time of registration in the PPP
occupies a position or has occupied a position within the past three
years, for which a performance test is required will be considered as
having met the performance test requirement it performance has been
satisfactory. Other registrants, who have not occupied such
positions or passed required performance tests within 36 months
preceding registration, will not be registered for positions
requiring a performance test until test requirements have been
satisfactorily met. In accordance with X-118, proficiency
requirements may be met for Clerk Typist, Clerk Stenographer, Data
Transcriber and positions with parenthetical titles of (Typing),
(Stenographer), or (Data Transcription) by self certitication of the
registrant. However, it's important that activities use judgement,
in that, individuals must have something in their background that
supports the self certification.

f. Skills I through 5 provide spaces foi registering an
employee for up to five skills and grades (not to exceed the current
grade) for which the registrant meets appropriate Civil Service
qualification standards and which are acceptable to the registrant
except as stated herein. Employees are to be registered only for
positions for which they are sufficiently well qualified to be
completely acceptable in such positions at the registering activity.
Qualifications standards used for RIF assignment are not to be
automatically used for qualification determination in the PPP. As a
rule, a significant factor in the selection of skills for registering
is recency of experience. This factor will be considered carefully
in the skill registration process. Under no circumstance will a

person be registered in the program for a skill for which that person
does not meet all qualifications and legal requirements, including
normal physical requirements. The following procedures should be
followed in completing skills I through 5 for all programs except
DORS (review the DORS Users Cuide) and OEP (review Chapter 7).
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(1) Pay Group - Enter the appropLiate pay group. (Use

GS in lieu of GM)

Examples: GS (General Schedule), WG (Wage Grade), WL (Wage Leader),
WS (Wage Supervisor), WM (Maritime), WN (Production Facilitating-

Supervisory).

(2) Series - Enter the series in accordance with OPM
Classification Standard Handbooks. Enter series from left to right

beginning in the first space of five spaces provided. For series
less than five digits, leave unused spaces blank.

(a) Employees who are qualified aim1 available for

occupational series covered by OPM's X-1I8 Clerical and
Administrative Support Standard, at grades 1, 2, 3. or 4 should
register as follows: 1) GS-300 without an 6ption will be used for

employees who are available for all series, covered by the standard,
that do not require specific proficiency (i.e., typing, steno, etc.)
2) GS-300 with an appropriate option code (i.e., typing - TYA,
stenography - STC, or data transcriber - DAT) will be used for
employees who are available for all covered series with the same
proficiency requirements or option codes (i.e., GS-300 TYA should be
used for employees available for any occupational series covered by

the standard which requires typing proficiency). 3) Employees Vho

do not desire consideration for all series, but who want
consideration for one or more specific covered series, must be
registered for each individual series on separate skill lines

(include option codes as applicable). In addition, registrants who

desire consideration as a GS-2091, Sales Store Clerical, must
register for the skill separately since it is not included under the

GS-300 for PPP purposes.

(b) Registrants, who qualify for non-supervisory
Wage Grade positions and wish to be considered foL all Wage Grade

series that do not require motor vehicle or sewing machine operation
may be registered for WG-00000 grades I through 4 (not to exceed
current grade). Such employees may also be registered for specific

series for which qualified at grade levels not to exceed current
grade.

(c) Registrants who are qualified foL a Trades and

Crafts Helper position, WG-5 level, and wish to be considered for all
Trades Helper positions WG-5 may be registered for WG-0Il11. (This
does NOT include Warehouse Worker, Motor Vehicle operator, or

Forklift Operator positions. You must register foi these using the

specific series). Registration in the WG-01111 is limited to the
WG-5 level. Such employees may also be registered for specific

series for which qualified but in eithet instance not to exceed

current grade.
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(3) Option Codes - Enter the appropriatE, three character
option code(s) from Appendix D. Only those option codes appearing in
Appendix D may be used for PPP registration. Option Codes are to be
used only with the General Schedule series under which they are
listed, with the exception of TRA, Trainee Option, 4hich may also be
used with Wage Grade series.

(a) Specitic option codes toi specitic series are
listed in Appendix D. They identity special skill requirements for
positions for which registranls are permitted to regi>ret, provided
they qualify. The option code5; are purposely limited .o ihose series
for which the components indicated a need for turthei description.
If only one option code is necessary to describe the registrant's
qualifications, enter it in the first three spaces provided. A
combination of two options may be used with appropriate skills, as
long as the registrant qualifies for both. 11 no option code is
necessary to describe the registrant's qualifications or if the
registrant is a generalist in the series, leave these six spaces
blank. Options authorized for use with engineering series are not to
be used with an engineering series which has the same definition.
Example: Do not use ELD, Electronics option, with Electronics
Engineer Series GS-855.

(b) The option of Trainee, Option Code TRA, in
Appendix D, may be coded with any General Schedule or Wage Grade
series. Its purpose is to identify skills of registrants who are
currently in formal training programs (such as, apprentice,
worker-trainee, management intern, etc.).

(c) The options of Typing, Option Code TYA,
Stenography, Option Code STC, and Data Transcribing, Option Code DAT,
may be used with any appropriate General Schedule Series. They are
not appropriate for use with every series. For example: The option
of typing, Option Code TYA, would not be used with a GS-201-13,
Civilian Personnel Officer position. The GS-318 Secretary series
must be coded with either the STC-Stenography Option or TYA-Typing
Option.

(d) Individuals showing Typing (TYA) option after
any appropriate series will automatically be considered for that
skill not requiring typing. (Example: If an activity has a
GS-303-4 vacancy, individuals registered for GS-303-4 TYA will be
referred.)
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(e) The GS-201, Personnel Management. and the
GS-801, General Engineering series, normally have two options or no
options with the following exceptions:

I The "GPO", Civilian Personnel Utticer, and

the "PSM", Personnel Systems Manager, may be used as a single option
with the GS 201 series. The "CPO" option code will never be used in
combination with other options in the GS 201 series, whereas the
"PSM" option code may be used in conjunction with another code.

, single commodity option ý()dt- may be used

with the GS 801 seLies.. Commodity options are as foiloxiý: CHD, CST,
INC, MIB, ORB, SHB, and \4AB.

3 The Trainee Option, TRA, may be entered as
a single code with either series.

(t) Registrants should be counseled that pay group,
series, option code(s), as well as acceptable grade(s) must match a
requisition before their skills will be referred against vacant

positions. For example, the registrant, who is only registered for a
GS-1670-AUD-11, Equipment Specialist, Automotive Option, Grade 11,
will not be referred against a vacant position at an acceptable
location for a GS-1670-11, Equipment Specialist, Generalist.
However, the registrant could also be registered as GS-1670-11,
Equipment Specialist, with no option, provided the registrant
qualifies as a generalist, and could then be referred for both

positions.

(g) Registrants qualified and registered for two

options in the same series as a single skill, for example, the
Quality Assurance Specialist, GS-1910-11, with two options of
Electrical, Code ELA, and Mechanical, Code MEA, reflected, will be
referred against vacancies requiring both options or one of the two
options.

(4) High Grade - Enter the highest grade, not exceeding

the registrant's current permanent grade, or retained grade, if
appropriate, for which the registrant qualifies under OPM standards.
Under the General Schedule, grades are limited to GS-01 through 15.
Do not enter a grade to which the registrant may have been

temporarily promoted or a higher grade previously held, other than a

Retained Grade.
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(5) Lowest Grade - 'this will he the towe-r grade for
each skill for which the employee will accept an offer of continued
employment, but not to exceed the equivalent of three General
Schedule grades below the grade level to which permanently assigned
at the time of registration. The number of grade levels between
General Schedule and Federal Wage System (FWS) or between FWS
positions will be determined by formula in Chapter ý, paragraph A7b.
It must never exceed the high grade. Employees will not be
registered for any lower grades available to them by RIF or
reemployment rights assignment. For example. an employee scheduled
for demotion from CS-1? to C;-I could be registeled for Grades 12
and 13. NOTE: Emptoyees of eied r LatL-time posifilis int MIF will have
the lowest grade computed as desciibed in Chaplei ', paragraph A/c.

(6) Years Experience - For Generat Schedule skills,
enter the total number of years of creditable specialized experience
as defined in the appropriate OPM qualification standards. Six
months or more will be counted as one full year. If the registrant
has less than 6 months specialized experience in the skill, leave
these spaces blank. The specialized experience shown must always
equal or exceed the minimum requirement under applicable OPM
Standards for the high grade tor which being registered. For Wage
Grade skills, enter the total number of years the registrant actually
held such a position. If the registrant has never held the Wage
Grade position, leave these spaces blank.

(7) Highest Grade Held - Enter the highest grade in the
skill the registrant has held in the Federal Service. If the
registrant has never held the skill in the Federal Service, leave
these spaces blank.

39 and 40. ADDITIONAL EMPLOYEE INFORMATION/SPECIAL QUALIFICATIONS -
Enter pertinent additional information or special qualifications such
as licenses, training, ratings, certificates, etc. - that are related
to positions for which employee is registering. Enter one letter in
each box and leave one space between each word and abbreviate, if
necessary.

41 through 46 - These Items will be completed for registrants in all
Programs.

41. SEPARATION/EFFECTIVE DATE OF CHANGE TO LOWER GRADE DATE -

a. Displaced Employees.

(1) Program A - For both voluntary and involuntary
registrants enter the date the registrant is to be separated from
activity rolls as a result of RIF, base closure, failure to accompany
transfer of function, or effective date of change to lower grade/
part-time position, ot effective date of furlough for six months or
longer. Employees must be registered prior to the effective date of
separation or change to lower grade or part-time position.
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(2) Program k See Appendix B

(3) Program C See Appendix F

(4) Program D - See Appendix J

b. Nondisplaced Overseas Employees.

(1) Fot nondisplaced employees returning to CONUS after

completion of one or more touts, the date must be leti blank.

(2) Foi nondisplaced employees who ale iawii y members ot

DoD peisonnel, enter the (late LVOP begins.

(3) For nondisplaced employees, or former employees who

meet the appointment eligibility of EO 12362- as amended, who are
family members of DoD personnel, enter the family member's date of
registration.

c. Special Programs

(1) Panama Canal Commission - See Appendix L.

(2) National Guard Technician - See Appendix (G.

(3) Department of the Army Family Member Priority
Placement Program - See Appendix A.

(4) Military Spouse Preference Program s ee App2ndix I

(5) National Guard Technician Employment Program - See

Appendix K.

42. PROGRAM RELEASE DATE -

a. Displaced Employees.

(1) Program A - This date will be 12 months following

the date the registrant affected by RIF is to be separated from
activity rolls or the effective date of the registrant's demotion.
The employee who declines demotion to a full-time or part-time

position may remain in the Program for I year following scheduled
separation date. The release date for employees who accept part-time

positions in RIF will be the date the placement is effective. The

release date for involuntary registrants is 12 months following the
date the registrant is to be separated from activity tolls.

(2) Program R - See Appendix B

(3) Program C - See Appendix F

b. Nondisplaced Overseas Employees.
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(1) FoL nondisplaced employees returning to CONUS after

completion of one or more tours, the date must be left blank.

(2) The release date for overseas employee tamily member
registrants is one year from the date LWOP begins.

(3) The release date tot EO 12362 eligibles is one year

from the date shown in ftem 41.

c. Special Programs

(1) Paiiama Cantal Commission - See rippendi- i.,.

(2) National Guatd Technician - See appemidi x G.

(3) Department ot the Army Family MembeL Priority
Placement Program - See Appendix A.

(4) Military Spouse Preference Program - See Appendix I.

(5) National (4uard Technician Employment Program - See
Appendix K.

NOTE: Enter the year, month and day in the following manner:
last two digits of year; 0] through 12 foi numeric month; and 01
through 31 for day.

43. PRIORITY - Employees will be registered and referred for
placement with a numeric Priority 1, 2, or 3. These designated
priorities will be assigned according to the basis tor registration
eligibility as stated in Chapter 3, paragraph A6: Chapter 6,
paragraph B3 and C3; and Appendices A, B, E, F, G, I, J and K of this
manual, as appropriate.

44. OVERSEAS COUNTRY LOCATION - For overseas displaced and
non-displaced employees, enter Country Code where the applicant is
physically located. If appropriate codes are not contained in
Appendix C of this manual, enter the code for the country where the
overseas servicing CPO is located.

45. RETURN RIGHTS - OVERSEAS EMPLOYEES ONLY

a. Enter Code Y for Yes for those overseas returnee
registrants having return rights or those who are serving under a

rotation agreement.

b. Entei Code N foi No fo,- those overseas returnee
registrants who aie long-tenure overseas employees without return
rights or other obligation to return.

c. Enter Code A for Abolished for those ovtrseas returnee
registrants whose stateside position has been abolished.

8-12



DoD 1400.20-1-M

(Chap 8, Para B46) interim Chg, Nov 91

46. RETURN RIGHTS TO ALASKA, HAWAII, OR PUERTO RICO - Enter

appropriate code for state of Alaska (Code AK), Hawaii (Code HI),
Commonwealth of Puerto Rico (Code RQ) it registrant is presently

employed in Alaska, Hawaii, or Puerto Rico; last resided in Alaska,
Hawaii, or Puerto Rico; or has return rights to Alaska, Hawaii, or
Puerto Rico. Enter Go for overseas employees completing an overseas
tour whose home of record is Guam.

47 through 56. AREA OF REFERRAL - The following procedures should be
applied, in detail. to assure proper registration and referral of
registrants for the desired selected 3reas. (For specific

restrictions of area o!. reletral toL special progra, regiistrants, see

the appropriate appendix.)

a. Policy to be used in determining area of referral is

found in Chapter 3, paragraph B of this manual.- (Overseas activities
refer to Chapter 6, paragraphs B4 and C4).

b. The PPP provides the capability to ettect registration of

eligible employees for placement consideration at individual DoD

activities within a state(s), region(s), or zone(s). The civilian

personnel office must make the determination as to which area of
selection will provide adequate placement opportunities. There must
be reasonable assurance that the employee will accept an offer from
any DoD activity within the broad areas (state(s), region(s),
zone(s)) before such registrations are effected. Any time the area

of referral extends beyond policy covered in Chapter 3, the

registration format will be annotated to show that coordinator
approval was obtained.

c. When a registrant fails to receive an otter after a

period of registration and the registering activity determines that
it is unlikely that an offer will be received because of the size of
the original area of consideration or the employee's restriction as

to availability, positions, locations or acceptable grade levels, the
employee will be counseled on alternative methods of increasing
placement opportunities. The civilian personnel office may, with the

registrant's approval, revise registration data at any time

consistent with the determination as to the appropriate area of

consideration.

d. DoD Manual 1400.20-2 contains descriptions of DoD

locations by assigned activity codes and by State, Region Zone. The

descriptions and assigned activity codes will be used to assist in

the counseling and registration ot employees in the Program.

e. Caution should be exercised in the coding of the area of

referral to avoid duplication resulting from selection of zone(s),

region(s), state(s), and individual activities which are included in

the same geographical area. Duplication of geographical areas will

be rejected by the computer. The only exception to this is the

coding of selections for Alaska, Hawaii, and Puerto Rico as shown in

paragraph 52a. below.
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47. ZONE SELECTIONS The tollowiug tour zones a~t: established for
registration purposes:

ZONE CODE DoD DESIGNATED REGIONS

I I Boston, Philadelphia, and New York Regions, including
the Washington, DC Metropolitan Area.

2 Atlanta and Dallas Regions (Atlanta Region includes
Puerto Rico toi management purposes but not for
referral coding purposes.)

3 3 Chicago and St Loui. Regions

4 4 Seattle, San Francisco, and Denvez regions (Seattle
Region includes Alaska, and Sen Francisco Region

includes Hawaii for management purposes but not for
referral coding purposes.)

a. Four spaces are provided for Zone Selection. Codes 1, 2,

3, or 4 identify the tour different zones and are the only codes
authorized for use in these spaces. Enter 1, 2. 3, or 4 in Zone
Selection spaces from left to right. Use these spaces only when
there is reasonable assurance that the registrant will, in fact,
accept employment at any DoD activity within the zone or zones. When
a zone(s) is selected, regions, states or individual activities
within the selected zones(s) (with 'he exception of Alaska, Hawaii,

or Puerto Rico) are not to be coded. When nationwide registration is

authorized by the Zone Coordinator, all four zones will be coded.
Nationwide registration does not include Alaska, Hawaii. and Puerto

Rico activities. Those would have to be entered by separate state,
commonwealth, or activity selections.

48. REGION SELECTIONS - Ten two-character spaces are provided for
Region Selections. Following are the codes authorized for use in
these spaces:

BN - Boston Region CH - Chicago Region
NY - New York Region SL - St. Louis Region
PH - Philadelphia Region DE - Denver Region
AT - Atlanta Region SF - San Francisco Region
DA - Dallas Region SE - Seattle Region

NOTE: Region(s) may be selected by entering the appropriate
two-character region code in the spaces provided from left to right.

Region spaces will be coded only when the employee agrees to accept
employment at any activity within a region(s). Regions within a Zone

already coded in Item 47 are not to be coded. States or

individual activities within the selected region(s) with the

exception of Alaska, Hawaii. Puerto Rico are not to be coded.

8-14



DoD 1400.20-1-M

(Chap 8, Para B49) Interim Chg, Nov 91

49 and 50. STATE SELECTIONS - Any numbei (il slates up Co 28 may be
selected by using the two character alpha state codes. Except for

Alaska, Hawaii, and Puerto Rico, a state may not be selected if the
zone or region in which the state is located has been selected in
Item (47), Zone Selections, or Item (48), Region Selections. When a
state is selected, individual activities within that 'rate may not be
selected in Items 52 through 56 - ACTIVITY SELECTIONS.

51. COMPONENT It restriction to limit reteiiai to a single

component only is desiied. that component code shouid I)- entered. If

no restriction is desired, leave this Iten, biani . Authorized

component code ai e t il I-dil iit Appeiidix C and tii 1,i s codes may be

used.

52 through 56 ACTIVITY SELECTIONS - Space is provldea to register
for referral to a maximum of 50 ditterent individual DOD activities.
The four-character activity codes assigned ir DoD Manual 1400.20-2
are to be used to indicate individual activity selections. You must
complete each activity line with ten codes before proceeding to the
next line.

a. Selection of Activities in Alaska, Hawaii, and
Puerto Rico. Referral to activities in Alaska, Hawaii, and Puerto

Rico may only be accomplished by selection of the State or

Commonwealth when referral to all activities in the State or

Commonwealth is desired, or by selection of the individual activities
desired. The selection of Zone 4 or the San Francisco Region will
not provide referral to Hawaii activities. Selection of Zone 4 or

the Seattle Region will not provide referral to activities in Alaska.
Selection of Zone 2 or the Atlanta Region will not provide referral
to activities in Puerto Rico. Whenever placement consideration is

desired for all activities in Alaska, Hawaii, or Puerto Rico, the
appropriate State or Commonwealth, code (AK - Alaska. HI - Hawaii,
RQ - Puerto Rico) must be entered in Item (49) oi (50). When

consideration is desired for only specific activities in Alaska,
Hawaii, or Puerto Rico, the selection of the individual activities
must be coded in Items 52 through 56, ACTIVITY SELECTIONS, but the

state or commonwealth must not be coded in Items (49) or (50) in that

instance.

57 AVAILABLE FOR PRIVATE SECTOR CONSIDERATION - Entry for "A"
program only. Enter a "Y" to indicate availability for private

sector or an "N" if not available. If a registrant indicates

availability and has a spouse who plans to register in DORS for

referral, the registrant has the option of indicating anI "S" in this

block. This will alert the potential employer that the registrant

has an accompanying spouse seeking employment.

58 PRIVATE SECTOR REGION CODE - Attachment 13 to the DORS Users

Guide must be used tor completion of this Item which allows for

single region selection or expanded area by use of Region codes 13

through 15. If the registrani desires consideration only in a

specific city and state put "00" here and specify choices in Items 59

through 62.

8-15



DoD 1400.20-1-M

(Chap 8, Para B59) Interim Chg, Nov 91

59 through 62 PRIVATE SECTOR STATE/CITY CODE - Individuals may
register for up to two states/cities. Choose the abbreviation of the
state from the State Codes (Attachment 9 of DORS Users Guide). Show
the name of the largest city (commuting area) within the selected
state where the registrant wishes to work. Do the same for the
second choice. A city identified in Item 60 must be within the state
identified in Item 59. Also, a city identified in Item 62 must be
within the state identified in Item 61. These locations do not have
to be in the region chosen ini Item 58.

C. REGISTRANT AND CIVILIAN PERSONNEL OFFICIAL'S CERTIFICATION

1. In ordei )o assur. thal an individual iL 1a.'d Le Of the
obligations for registration and that the informatioi, provided is
properly coded and reviewed, signatures ot rhe registrant and the
Civilian Personnel Official responsible for registering the applicant
are required.

2. The signature certifies that the registrant:

a. Has been counseled by tihe Civilian Personnei Official.

b. Understands the need to keep the registering Civilian
Personnel Office informed of the current address and telephone number
so that contact can be made concerning job offers.

c. Has reviewed the skills and locations for which
registered.

d. Is willing to accept any one of the grade levels,
skills, and locations for which registered.

e. Will respond immediately to a job otteL as a result of
the registration.

f. Understands that one valid declination %will result in
removal from the Priority Placement Program.

3. The signature of the Civilian Personnel Official certifies
that he/she:

a. Has counseled the registrant.

b. Has reviewed the entire registration formal for correct

and complete coding of each applicable item.

c. Concurs in the area selections and skills for which the
registrant is to be referred as those which would provide the best
opportunities for employment offers.
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CRAPTER 9

INSTRUCTIONS FOR COMPLETING FILE MAINTENANCE

A. FILE MAINTENANCE

1. Registration/File Maintenance Format #1 will be used to
change, add or delete registration data for all programs except the
Overseas Employment Program (OEP). Registration/File Maintenance
Format #2 will be used for file maintenance to OEP registrations.
(Instructions on completion of Foimat #2 are contained in Chapter 7).
If a person is registered in more than one program, a File Maintenance
must be completed for each program.

2. Social Security Number, Program Code, and Registering Activity
Code cannot be changed by file maintenance ("S" Program exception, for
Registering Activity Code change is contained in this chapter.)
To make changes to these three items, the registrant must be deleted
from the Program by submission of Report Action, Code 11, Removal -
CPO Request, along with a new, correctly coded, and completed Format
#1.

3. This chapter contains directions on the procedures necessary
to change, add or delete data in a current registration. To determine
the information required to complete each individual Item, refer to
Chapter 8 of this manual.

B. CODING INSTRUCTIONS

1. Bulletin Board System (BBS) Changes to current registrations
through the BBS will be made by following procedures outlined in the
PPP Automation Procedures Guide.

2. Mail/Hard Copy Procedure - When sending a file maintenance by
mail, the "file maintenance" block located in the upper right hand
corner of Format #1 must be checked. In addition, Items 01, 02, 03,
04, 05, and 06 must be completed along with the entire line of the
"changed" Item. After completion of these 7 Items, it is necessary to
go to the Item(s) to be changed and complete the ENTIRE Item line. To
delete an Item, an asterisk (*) must be placed in the first box of the
Item to be deleted. This will delele the entire line entry. Specific
requirements for individual ltemii aie as follows:

a. To change an "S" ptogiam registrant's Registering Activity
Code (Item 01), BBS users follow procedures contained in DDSC BBS
Automation Guide for Using the Register Software Program. Activities
mailing in such a change should check the File Maintenance block of
Format #1 and show NEW activity code in Item 01. (Required Items, as
indicated above, must also be coded.)
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b. To correct or change a name, the correct or "new" name

should be shown in Item 06.

c. When making a change to the "Skills" area, it's necessary
to complete the entire line Item and to base the change on the

registrant's current file as maintained in Dayton. For example, if a
change is to be made to the lov, grade of the Skill shown in Item 34,
the entire line must be completed, including the pay group, series,
options (if applicable), high grade, low grade, experience, and high
grade held. The entry of new data will blank out the data that is
currently in the system for that Item line. If deleting an entire

skill, remember, the computer automatically moves up any skills that

follow one being deleted. For example, if a PPP registrant has
entries in Items 34, 35, 36 and 37, and deletes skill 35, skill line
36 becomes 35 and skill in 37 becomes Item 36. You can see why it's

so important that changes, additions and dele-tions are made based on

current registration data (last Registrant Resume Audit received from

DDSC).

d. Any time a single change, addition or deletion is made to

the area of referral, the entire area of referral must be recoded.

Failure to recode the entire area of referral will result in the

registrant's skills being referred only to the "new" location coded on

the File Maintenance Format. For example, if only one zone, region,

state, or individual activity is to be added or deleted, the entire

area within which the registrant is to be referred must be recoded.

This requirement was deliberately established to cause a review of the

number of activities to which the registrant's skills are to be

referred. The omission of any zone, region, state, or individual

activity will result in the registrant's skills being referred only to

those coded on the latest Format #1. The component code, Item 51 will

result in the skills being referred only to component activities

within the area of referral. For example, a Code "A" entered in Item

51 results in the registrant being referred to Army activities only.

NOTE: The instructions in Chapter 8, (coding the original

registration area of referral) will be followed in coding area of

referral changes. This includes annotation in Item 63 of prior

approval of the Zone Coordinator for referral to an expanded area of

referral.

3. A combination of changes, additions, or deletions may be
submitted on one Format #1.

4. Certification - The civilian personnel official submitting the

Registration/File Maintenance Format #1 will sign and date the

certification on the back of the format. In addition, the CPO

should attempt to obtain the signature of the registrant on Format #1

and, as a minimum, assure that the registrant is aware of data
changes. A copy of the new Registrant Resume Audit generated as a

result of any file maintenance should be given to the registrant for

his/her review and iecords.
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REGISTRATION/FILE MAINTENANCE FORMAT # 1
INFORMATION YOU PROVIDE IS PROTECTED AND ONLY DISCLOSED IN ACCORDANCE WITH THE PRIVACY ACT OF 1974

CHECK HERE IF THIS IS A FILE MAINIERANCE .....................................................

01. REGISTERING ACTIVITY CODE ...................................................... .A
02. REGISTEIRING CPO CONTACTr- last,first, mi ....... ••] ~ -~ -l

03. CPO CON rACT PHONE NUMBER ...........................................

04. SOCIAL SECURITY NUMBER OF REGISTRANT ............................. I [ [ -

05. PROGRAM CODE .........................................................................

06. NAME OF REGISTRANT ............... ' '! I T T T -

07. S T'RE ' ADDRESS . ... T . . .. . L 1
08. CITY ....... .... . ..... . . I

09. STATE...........................................................................

10 ZIPS .. ............ ............................................................

11 TELEPHONE ..........................................................

12 COMPONENT. ............................................................................

13 PAY GROUP, SERIES, GRADE .............................................

14 POSITION tI[]i TIILEWEI•iLEFI h
15. NATURE OF ,ORK .......................................................................

16 . SALARY ................ ....................................................... .......

17. Appoi1i!wr ELIGIBILITY ..............................................................

18. EXCEPTED SERVICE . ..................................................................

19. PHYSICAL HANDICAP ..................................................................

20. EDUCATION ............................................................................

21. DEGREE ............................................................... -

22 . MAJOR ..........................................

23. SERVICE co PUTrATION DATE ................................................... I
24. SECURITY CLEARANCE ...................................................................

25. TM NURE (G OUP .....................................................................

26 . AWARDS ...............................................................................

27. AVAILABR E FOR GM/SUPERVISOR OR BOTH ...................................................

28. AVAILABLE FOR TEM4PORARY POSITION .....................................................

29. AVAILABLE FOR ENO DOD FEDERAL AGENY CONSIDERATION ...................................

30. AVAILABLE FOR RESERVE TM iNICIAN ......................................................

EXPER MOYR 0 B T I T L E W

32. EXP 2 .. fH
33. EXP 3 ~ j



REGISTRATION/FILE MAINTIENANCE FORMAT # 1
ýINFRMATION YOU PROVIDE IS PROTECTED AND ONLY DISCLOSED IN ACCORDANCE WITH THE PRIVACY ACT OF 1974'

-T I HI LO HI

SKILLS: P SERIES OPTIONS CI G( EX H

34. SKILL 1 ........................ ................. I i [ I I 1 1

35. SKILL 2 ...................................... ' i F I I.

36. SKILL 3 ...................................... -,

37. SKILL 4 ......................................

38. SKILL 5 ........................................ TI t- 1 Ti
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SUBJECT: Priority Placement Program (PPP) Changes

TO: Civilian Personnel Officer
All DoD Activities

I. There have been several requested chans.-to-the PPP by the PPP Board
of Directors which have been approved for Implementation by Ms. Sara B.
Ratcliff, Deputy Assistant Secretary of Defease,-;•ivilian Personnel
P01i•y/Equal Opportunity (letter attached).•Ih-eurpos of these changes
isPto provide you more flexibility tomnge.he-personnel actions at your

activity during the DoD downsizing. At thelsa"1-time• the intent of the
program to make good placements. durin. the.dowxhizing is not lessened.
These changes allow a firm balance of the needs of.management and the
employee.

2. The changes are listed in order of appearance in the DoD Manual
1400.20-1, and the reference and effect on current wording is indicated.
Revision of the entire manual is in process and all of these changes will
be incorporated in the new issuance. The new; lssUance of the manual will
most likely be automated and distributedý.viathe Bulletin Board System,
which allows for efficient updating.

"3- "questions concerning policyr. o ?A%*6be-addressed through.the
component coordinator structure or.toe 1or'dWegt Zone Coordinator
offices. Procedural questions, particularl-yhtboii involving automation,
should be addressed to DDSC. As always. comments or-suggestions to
improve the program operation are always welcome.

JAMES D. FORINASH
Director. Defense Data

Support Center



THE OFFICE OF THE ASSISTANT SECRETARY OF DEFENSE

WASHINGTON. D.C. 2010t-4000

,OPC' M ANOO "NNML 2 JUL 192

MEMORANDUM FOR DEPUTY ASSISTANT SECRETARY OF THE ARMY (MILITARY
PERSONNEL MANAGEMENT AND EO POLICY)

DEPUTY ASSISTANT SECRETARY OF THE NAVY (CIVILIAN
PERSONNEL POLICY NND EEO)

DEPUTY ASSISTANT SECRETARY OF THE AIR FORCE (FORCE
SUPPORT AND PERSONNEL)

DIRECTOR FOR PERSONNEL AND SECURITY, DOD INSPECTOR
GENERAL

DIRECTOR FOR PERSONNEL AND SECURITY, WASHINGTON
HEAnOUARTER$ SERV7CES

DIRECTOR, PERSONNEL AND TRAINING, DECA
CHIE.F, PERSONNEL AND SECURITY DIVISION, DCAA
DEPUTY DIRECTOR, HUMAN RESOURCES, DFAS

',d' H!EF, CIVILIAN PERSONNEL DIVISION, DISA
ASSISTANT DEPUTY DIRECTOR FOR HUMAN .ES0URCES, DIA
D- EPU5TY:ASSISTANT DIRECTOR (HUMAN RESOURCES)., DIS

e:STAFF 'DIRECTOR OF CIVILIAN PERSONI-EL, DLA
:- D•IUTY DIRECTOR FOR HUMAN RESOURCES, DMA

C HIBEF, CIVILIAN PERSONNEL MANAGEMENT DIVISION, DNA
10IRECTOR OF CIVILIAN PERSONNEL, NSA
CHIEF, PERSONNEL DIVISION, DODDS
DIRECTOR, CIVILIAN HUMAN RESOURCES, USUHS

SUBJECT: Priority Placement Program (PPP) Changes

The purpose of this memo is to implement policy changes to
the PPP. These changes are effective immediately.

In April I circulated for comment the changes that wero under
consideratio#, A10r.-.caroefully reviewing and cons54eri..'y-6ur
comments, :LVad those described in the attached.
Included is a summary of those adopted, deleted or amended based
on your input.

Your operating personnel offices will be notified under
AAparatn cover through the noL.Ittal PPPI dltribution process.

If you have any questions you may contact Ms. Pat Bradshaw,
Director, Staffing and Career Development on /03-693-5235.

SARA B. RArCLI F
Deputy Assistant Secretary of Defense

Civilian Personnel Policy/Equal Opportunity

Attachments:
As stated
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.PLY TO DCPSC
Ob( . Forinash/(AV)086-6449/ek) 13 Jul 02

DAYMo, OH 484444310

SUBJECT: Priority Placement Program (PPP) Update 92-1

TO: Civilian Personnel Officer
All DoD Activities

1. This Update contains changes in policy and procedures for the Priority
Placement Program (PPP).. These- changes sar -made- with DoD'Wqpiincipaý :
objectives during the drawdown in mind, namely, to' roduaebt.ployuent,
minimize layoffs, assist laid-off workers, and achieve balance..tiAlong
with these goals and the added aim of providing local cominuders with the
flexibility to,4manage a rapidly changing work force, the#thI-Wingichanges
are implemented. Each change is followed with the ref•eiroeOfrom!..DoD
1400.20-1-M that in amended. ., . .

a. Personnel actions at activities being closed or substantially) downsized. Generally, permanent promotions and appointments-willl not be
made within 24 months from when an activity is scheduled for closure.
Except that Component career program employees or those on formal mobility
agreements may be promoted or reassigned from within oz•.oituide the
closing activity into a position pre-identified as 'key or critical.to
base operations" at the closing activity. Such employees cannot beauoved
into the vsc.acysmder thisn provision f Pom outsidt thr~aO• tM':
unless the Stopper List is cleared regardless of location. Such employees
or PPP regiatsants who accept an offer will be plac•• ,
basis, commit to staying at the activity until closure, iand sign a
mobility agreement that specifies ineligibilityfO1 PPP'fstMlifnas a
result of base -closure. An offer extended to Ptregistitant~durtig -the,
six months prior'to closure, or an offer extended toa r*giftMfttetuide
the commuting area 7-24 months prior to closuresay be dtcihned AS5
invalid.
Replaces Ch 2, pg 2-8, para J2.

b. For activities undergoing a substantial RIF, permanent
appointments and promotions may be made if they have no adverse effect on
employees involved in the upcoming RIF. No action may be taken which will
subsequently impact on the placement rights of employees impacted by RIF
either to deny their placement or to take action Which would remove them
from RIF competition.
Replaces Ch 2, pf 2-8, pars J2.



c. During the six months prior to base closure, an activity is not

required to clear the Stopper List except as required in paragraph J2
paragraph "a' above). For~fhe:7-24-monthS prior to closure, an activ
must clear the Stopper only for 'T'-coded registrants in the commutin
area, except as required in paragraph J2 (See paragraph 'a' above). -

Replaces Ch 2. pg 2-12 through 2-14, par& J13. :71",

d. Establish a new para K, entitled HIRING FREEZE, Ch 2, pg -
follows: PPP placements are normally excepted from hiring freezes. If it
is necessary for the Command to impose a total freeze, approval must be'
obtained from DASD (CPP/EO) for exemption from the PPP. Individual
activities may obtain hiring freeze approval on a case-by-case basis from,-,-
the appropriate DoD Zone Coordinator.

e. Local Commanders may approve early registration, for ?PP.
registrants expected to be separated due to RIF, up to one year prior to
the effective date of base closure or RIF. An additional year may be
granted by the Zone Coordinator (total of two years) at the request of the
base commander. Item 4-1,,Separation Date of Registration/File Maintenance
Format *1 will always, be; thej4ate.,..or.anticipated date of RIF . -:4 -
action/separation. Iteu.A2-will be one year from the RIF action/
separation date. i -r

Early regie an~S•,,the.DoD PPP. is voluntary. Employees *o'jl
register and decline.a•.v444 offer;during early regtistration will >•
immediately be removed from the PPP for the remainder of the early ai'
registration period. Upon receipt of a specific RIF separation notice,
employees entitled to seyveance pay will immediately be registered
(reregistered if declined. ofier under early registration) under the
mandatory registration provisions of this manual. The categories of
employees who may decline such offers and are ineligible to reregister
upon receipt of a specific RIF-notice',include:

- Employees who,-are being separated but are not entitled to

severance pay; X. - -
-Employees whO. ao~e.o*erand'.accept a change to lower grade

under RIF. .'4 .
Add to Ch 3, pg.3-9, .A, At

f. Mandatory veg'.tSLs who limit their area of referral to the
commuting area-_.ust be...registered fop two grades below current grade and
for all series for which qualified including the appropriate special skill
identifier, such as (39-300, W-00000 and W-01l1l.
Amends Ch 3, pg 3-9, papa B3.

g. Remove the fourth sentence of Ch 3, pg 3-11, para B9a: *However,

when the registrant's area of referral extends beyond 250 miles from the
registrant's duty station and into a different zone then Zone Coordinator
approval is required.* This will remove the 250 mile restriction for
distance outside the Zone permitted for registration and allow employees
to register in other Zones up to the distance for which they are

registered in their own Zone.

Amends Ch 3, pg 3-14, para BOa.
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h. In areas8 sgnificantly impacted by reductions, reorgan.ions,
or other management.changes, the. Office of the DASD (CPP/EO) he:h •-
Zone Coordinator4- may require employees to register for all o
within their area of referral when placements restricted to the ,o.neite.&
are unlikely to meet the demand for Jobs.
Add as last sentence to Ch 3, pg 3-11, para Bga.

i. An offer from a non-DoD Federal agency is not considered&. valid•.,:
offer for purposes of removal from PPP. Individuals who decline-:of fers:--
from non-DoD Federal agencies will remain active in PPP. Remove the
entire third sentence of Ch 3, pg 3-16, para B28, which states: *,'In-:
addition, if the registrant indicated ... position of the registrant-."
Replace the sentence with the following: 'An offer from a non-DoD-Federal
agency is not considered a valid offer for purposes of removal from PPP."

j. The CPO may effect the placement of a graduating, centrally
funded intern. The intern must be placed within the Component and have
completed the intern training plan. -As an alternative to placement.at'the
-ctivity where the training was received, an intern-who meets this
criteria may be placed at any other Component activity as an exceptiun.
Add to Exceptions in Ch.4, pg 4-6, para B.

k. When no vacan•oy exists, employees-may *swap" (reassignaknnt-2e0r
jobs, within their component. Exception .applies across componentn4fIriii v,
when an employee eligible.for optional or discontinued service reti "Vment-:
who is located at an activity not scheduled for closure "swaps Jobb with,
an employee (not eligible for retirement) located at an activity sadlulod&-
for closure.

K). Add to Exceptions in Ch 4, pg 4-6. para B.

1. Placement of career program employees or those on formal mobility
agreements within the component who were assigned to fill pre-identified.',-
"key or critical positions* at closing bases.
Add to Exceptions in Ch 4, pg 4-6, par& B.

-. - - .* .e' - . . . -. . .

m. Grievance deelstons-either through negotiated or adminiifttive!134-7
procedures, appellate 4vi nslow'-¶EHG4decisions (including prozWp44M9 m,-_
dispositions), as well as written.,esttleuuent agreements that proi4• N& ÷
the placement of an individual and which have the approval of the
appropriate local authority will be accomplished as exceptions to the
Stopper List.
Replaces Ch 4, pg 4-9, parsa BII.

n. PPP registrants selected for vacancies requiring a security
clearance have the option of: 1) Declining the offer on the basis that
the delay in reporting is unreasonable and they wish to remain in the
program; or, 2) Being interviewed by the security staff of the gaining
activity and a preliminary decision on suitability made. A declination
after being interviewed by the security staff will not terminate
registration eligibility. An employee accepting the offer will be removed
from PPP; however, if the investigation exceeds nine months, the employee
can re-register for the remaining period of time from the initial
registration.
Amends Ch 5. pg 5-2. para All.

-U3



0. If an overseas senpratee has return rights to CONUS, the priori ..... "
will be established based.:oWithe .grade level of the return rights when•h
registering, for COITUS. Th& .Oe4stration for overseas will continue "t3
based upon the action. Overseas registration is available only if the .

employee can complete a renewal tour and only in the current theater.'' It'
registrant is eligible and elects to register for both overseas and
stateside referral, Item 43 of Format 01 should reflect Priority 2 or 3
(based on return rights) for vacancies stateside and Item 45 should shoWa.,
Priority I for vacancies overseas. If employee is registering for eitte..- J.
overseas or stateside, not both, the priority will be placed in Item 43
only. (If registering for overseas only, the priority will be "1;" if
registering for CONUS only,. the priority will be 2 or 3 based on the gradeA.
level to which return rights exist.)
Amends Ch 6, pg 6-2, para B3b.

p. An overseas separatee without return rights must register for-.:
CONUS and as an option may concurrently register for overseas locati.on.;:-
within the current theater,.r if the employee can complete a renewal. tOu,-
Amends Ch 6, pg 6-3, para Bid.

q. Displaced eligible overseas family member employees on career ob.ri-.
career conditional appointments, traveling on their sponsor's orders,,..y:
be registered for any activ4*y within the commuting area of the sponso!*
new duty location so longa4s•%•h.eplacement would not result in a PCS .
Their priority will be estabk"dud' n- accordance with the action resu , .
in their displacement. -QW
Amends Ch 6, pg 6-4, para B4i,. -

r. If not placed within 90 days of registration, a nondisplaced
overseas returnee, with return rights, must be file maintained to include
all grades down to, but not including, the level to which return rights
exist, subject to the three GS-.(ov,,equivalent) grade limitation.
Add to Ch 6, pg 6-7, papa C2e.

s. Eligible overseas family members, registered in Program A, may
remain in PPP for 12 montfel libObthey Pegister rather than the , ""
current poli-y.whi.b _.e. .,-•trationa up to 12 months flx;.
time the employee first go4Rjf 4 1.*2 thout pay.ft

Amends Ch 6, pg 6-15, para Oldt, a. londisplaced Family Member Employees:
Matrix, dated 5 Mar 90, pg 6.

t. Program 'R" is the only means by which employees with grade
retention will be afforded priority referral for vacancies for which
qualified in DoD activities within the registrant's commuting area.
Component coordinators may approve registration for Component activities
outside the commuting area. Registration outside the commuting area
across Compenent lines must be approved by the Zone Coordinator.
Replaces App B. pg B-I, para A3.

u. Employees in receipt of a RIF notice offering a change to lower
grade with entitlement to grade retention are eligible to be registered in
Program 'A' during the specific notice period for referral to all DoD
components within the commuting area only. They may be registered for
their current grade and for as many as three grades below the current
grade down to but not including the RIF demotion grade.
Add to Ch 3, pg 3-11, para B~a, and Replace App B, pg B-2, para C2a.

4



Initial registration in R program will be for all DoD
activities within the commuting area that would not* result in a PCS
Replaces App B, Pg B-3, para C5a and b. "' -

v. Add Attachment 1 to Appendix D which is to be used for
requisitioning and registering of CIPUS positions.

w. Replace current Appendix G with Attachment 2 which is -rvisid to,
include Military Reserve Technicians in Program 0.

2. During the past several months other changes have been made and
distributed by message or memo. The following states again the new policy
and references the changes to DoD 1400.20-1-M.

a. The policy regarding temporary positions and temporary
assignments was changed by memo dated 18 Oct 91, subject, Temporary
Positions and the Priority Placement Program, signed by Sara B. Ratcliff
as shown below. (This policy does not apply to registrants of the
Military Spouse Program. Guidance on "S" Program Is contained in Appendix
I.)

1. *The term 'continuing position' Is no longer applicable when
referring to temporary (including term) positions or assignments.

2. Temporary positions will be matched against the Stopper List
only when there is an official personnel action against the position;
e.g., an appointment, extension or conversion.

3. Temporary assignments to permanent positions will be matched
against the Stopper List only when there is an official persi-nel action
against the position; e.g., temporary appointment, temporary promotion,
detail, or at the end of one year. If recruitment action is taken to fill
a position permanently, concurrent with a temporary action, the Stopper
List will be cleared for permanent placement.

4. Temporary positions and temporary assignments (other than
those for which recruitment for permanentt-placement has been 1.ni'1ted)
will be matched against "T'.coded registrants in the commuting area. When
there is a match, the employee's appointment will be temporary or a
conversion to a temporary appointment, without a break in service.ý The
civilian personnel office must explain the consequences (see Decision
Table in Ch 4, pg 4-19) of conversion actions to the employee, and the
employee must concur in writing with this action. The employee may.
however, decline the offer without penalty. Additionally, if the employee
accepts the offer of a temporary appointment or conversion to a temporary
appointment, he/she is entitled to remain in the Priority Placement
Program until placed in a permanent position, or the original separation
date from the program, whichever occurs first.*

This replaces and/or deletes the following policy contained in DoD
1400.20-1-U:
-Deletes Ch 2, pg..2-9, para 3.
-Delete the words *of one year or less duration' from Ch 3. pg 3-13. para

B17.
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-Replace the word continuing with permanent" in Ch 3. pg 3-16. para M
B28. line 4.

-Delete Ch 3, pg 3-17 and 18, pa".wa B28g and h.
-Replace the word "continuing" w "h permanent' in Ch 3. pg 3-18, para.týd?
28m., line 1 and pg 3-19, papa B30 line 2.

-Deletes Ch 4. pg 4-1 and 2, papa A2. a and b. In order to retain some
policy contained in this paragraph, add an Exception to Ch 4, pg 4-6.
para B, as follows: 'The Stopper List is not applied in the conversion
of Veterans Readjustment Appoirtments (VRA's), disabled veterans and
handicap appointees to careerieareer conditional status. The Stopper- isn

only cleared at the time they enter into the position.'
-Replaces first sentence of Ch_4, pg 4-2, papa A4, with 'Part-time,
Intermittent, Seasonal, or.On~call permanent positions which are vacant
will be matched against the Stopper List.*

-Delete Ch 4, pg 4-3, papa AS, a, b. c. and the two last paragraphs in
their entirety.

-Delete the words 'and those occupied on a temporary basis, as described
in paragraph 2 above,* from.Ch .4,0pg 4-4, para A1O.

-Delete Ch 4, pg 4-7. para 44(.
-Delete Ch 4, pg 4-9, para B,.
-Delete Ch 4, pg 4-17, para D13.
-Replace the word 'continuing* with 'permanent' in Ch 6, pg 6-12, para E3,
line 1.

-Delete Ch 6, pg 6-12, para. :.
-Add Code 13 as a report action"for Acceptance or Declination of temperar•y,ý`'
position to Ch I I, pg 1I-8. ..

-Delete the words 'of less than.,teoyear" from Ch 11, pg 11-8. para 1.,
line 5. On line 6 replace "Cod,. 206" with 'Code 13.'

-Remove the words "which will last for one year or less' from Ch 12, pg
12-4, para C3, where Referral Code "T" is listed.

b. In a message dated 28 Feb 92, subject, PPP/DORS Policy Changes,
an employee's response time to..ob. offers was increased from 24 hours to 3
to 4 calendar days. The following policy replaces the first sentence of
Ch 5. pg 5-3, para A12:

"The normal reply. tta .tpn,,offer involving CONUS activities j •
3 to 4 calendar days. A .•

3. These policy changes are effettive upon receipt of this document.
These changes will be incorporated into a revised DoD 1400.20-1-H which Is
planned for release in early FY093.

4. Several DoD Initiatives involving *job swaps' are included as
exceptions to the Stopper List in this Update. The guidance on these will
be issued under separate cover by.ODASD (CPP/EO) in the near future.

5. Questions on the changes in policy should be directed to the
appropriate Zone Coordinator office.

JAMES D. FORINASH
Chief, Defense Data

Support Center
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ppp OPTION CODES DEFINITIONS

C)PM

080 SECURITY ADMINISTRATION

INB Intelligence - Automation: protection of information
stored, processed, and/or communicated
by computer systems

IND Intelligence - Disclosure: determine whether informa-
tion/data contained in technical reports
papers, manuscripts may be released

INI Intelligence - Industrial: work in defense industrial
security progrAm (DISP) and know all
other security areas: e.g., personnel,
disclosure, technology

IIN Intelligence - Information: safeguarding national
security information with emphasis on
classified/sensitive information

1&0 Intelligence - Operations: programs designed to deny
the enemy information concerning planned
ongoing, and completed operations

IPE Intelligence - Personnel: establishment, development,
and implementation of policy and pro-
cedures to ensure acceptance/retention
of personnel in the Armed Forces

IPH Intelligence - Physical: concerned with protection of
.pers•npe,•,B, equipment, and
facilities fr=:hqstile intelligence
activities

INT Intelligence - Technical: policy development or
implementation of protecting classified
and other sensitive, information in
electronic form from interpretation and
exploitation - e.g., communications
security (COMSEC), electronics security
(ELSEC), and technical surveillance
countermeasures (TSCM)

)D-6
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132 INTELLIGENCE SPECIALIST

IPR Intelligence Production - production and dissemination
of intelligence information - includes
collection, analysis, and assessment

IOP Intelligence Operations - processes by which single and
multi-disciplines intelligence needs or
taskings are satisfied - disciplines
include HUMINT, CI, IMINT, MASINT, and
SIGINT

ICD Intelligence Combat Developments - design and develop-
ment of concepts, organizations, and
materiel 'systems - includes input to the
design•'and development of training and
doctrine regarding the organizations and
systems

ITH Intelligence & Threat-- involves the acquisi-
tion, recj 'jevaluation, dissemination,
and use of foreign intelligence and threat
information for U.S. military forces and
equipment

ICI Counterintelligence (CI) - information gathered and
activities conducted-'to protect against
espionage, sabotage, or assassinations conducted
for or by foreign _tivities

IAC Acoustics Intelligenmc'--* .- technical and
intelial ion derived from. the
acousti't" of the targeted
source - ind a variety of surface and
sub-surface platforms

ICO Communications Intelligence (COMINT) - technical and
intelligence information derived from
intercept of foreign communications

IEL Electronic Intelligence (ELINT) - technical and
intelligence information derived from
foreign electromagnetic noncommunications
transmissions and/or radiations from other
than atomic detonations or radioactive
sources

D- 7
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.132 INTELLIGENCE SPECIALIST.

11Wu Human Intelligence (HUNINT) -intelligence information
-. acquired by human sourices through covert/ovier

means and open souxcesq.

xIMI imagery intelligence (IMINT) - products of imagery
and photographic -interpretation processed for
intelligence use

IMS Measurement & signature Intelligence (MASINT) -
scientific andy: technical intelligence in-
formation obtained. -by quantitative and
qualitative analy-sis of data collected by
specific technbm-ai isensors

Radar Intel.ligence (RADTNT#DrtmItelligence, information
derived from data. colleatgd- by radar

Mft5j f Signals Iratelligencde (SIGXU#tj Airtelliqence infoi~a-
tion derived fror,4.WW' i(ntercept - can
dlude communicatioi ~ lgnce (COMINT)l
electronic intelli 0-0**XLIT), and telemetry
intelligence 4

D -8



APPENDIX a

'4,' MI.11LITARY RSSERVE AND XATION jGIAW; THRIN
DISABILITY PLACET PO

(Program 0)_ -

A. APPLICATION

This appendix applies to all DoD activities. It prescribes
policies and procedures of the Department of Defense Priority
Placement Program (PPP) concerning the registration, referral and
placement of Military Reserve Technicians, covered by the Federal
Employees Retirement System (FERS), and National Guard Technicians,
covered by FERS or the Civil Service Retirement System (CSRS), who
have applied for or are receiving an annuity,-under the provisions of
5 United States Code (U.S.C.) section 8456'or 5 U.S.C. Section

.-853i-37h'h-,-ýrespectively.

R*'..PURPOSE , :" -. : i• . m-A.)- :_ -

1. This appendix provides a method for registering into the DoD
PPP Military Reserve and National Guard Technicians who lose their
technician positions because of a disabiý- h 1 es4-them
from membership in the National Guard or in a reserve component of
the Armed Forces, or from holding the military •grade je~quired by
their, technician employment. It also.providen~for the~referral of
these technicians for placement in positions in the competitive or
excepted service at appropriate DoD activities.

2. All DoD plicies and procedures, applicable, to,. to.e•.Priority
Placement Program set forth in this manual apply, except as modified

.. • ,.

.I. 5rUo.S.C. Section 8337(h)

2s.- 5-U.S.C; Section 8456

3. 5 C.F.R. Part 330, Subpart H

D. REGISTRATION ELIGIBILITY

-":1. Current or former Military Reserve Technicians covered by
FERS and National Guard Technicians covered by FERS or CSRS, who:

a. Are separated from such positions (or, in the case of
National Guard Technicians, were separated from such positions on or
after 31 December 1979) because of a service-connected medical
disability that disqualified them from membership in the Army or Air

G 1.
A c-t
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Force Reserve or the National Guard, or from holding the military

grade required for such employment;

b. Have not been found by OPM to be disabled under 5 U.S.C.
section 8337 (a) , or 5 U.S.C. section 8451; and

c. Have applied for or are receiving an annuity under the
provisions of 5 U.S.C. section 8337(h). or under the provisions of 5
U.S.C. section 8456. (Eligibility requirements for this annuity are
different than for a regular disability annuity.)

NOTE: Registering activities will document each case with all
pertinent data necessary to support a. b and c above.

2. The registration of eligible technicians in the Priority
Placement Program is mandatory.

E. PROGRAM CODE AND PRIORITY

Eligible Military Reserve and National Guard Technicians will be
registered under program code *G" as a Priority 3. The resumes of
these technicians will be printed with the legend 'Military Reserve
and National Guard Technician Disability Program* at the top of the
resume.

F. PERIOD OF REGISTRATION

A Military Reserve or National Guard Technician is eligible to be
registered as soon as it is determined that the technician is no
longer qualified for membership in the Army or Air Force Reserve or
the National Guard, in accordance with paragraph D above.
Registration eligibility continues indefinitely. Registration will
be terminated when one of the following occurs:

I. The registrant is placed in any non-temporary Federal
position;

2. The registrant declines a position in the Federal service for
which qualified, provided the position is at the same grade, or
equivalent level, in the same commuting area and with at least the
same tenure and work schedule as the former Military Reserve or
National Guard Technician position;

3. The registrant has been restored to earning capacity as
determined by OPM under 5 U.S.C.. section 8337 or section 8455; or

4. The registrant is subject to any other circumstance which
terminates his or her eligibility for an annuity under 5 U.S.C.
section 8337(h)(i) or section 8456.
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G:.'4*PROCEDUVES! FOR 'REGISTERING 'ACTIVITIES
1 +1

*'1. "Personnel' Offices-:servicing Military Reserve oz,•-i '-
Guad Te-hii4ia7.-wh&?bdcdme el-if-ftle to rg.

appendix, will' act as the registering activity, with the following
eep1o'6n:- the Air Force has dea%.gnated Headquarter4, A Force
R61ive, DPC, as the Air Force're~istering activitY (AUc6i j Code
394A) -for -purposes of +egistering-4Iitible Air Fo•rceRe Q!t 4
.Tedhnicians who currently or formeF'y- occupied officer Teve•l -
-Ap"sItions.

2. Eligible technicians will be registered only for DoD
activities within the commuting area of the technician's last duty
station. Individuals will not be registered for any DoD activity
which-would result in a permanent change of station move. National
Guard technician registrants will be registered for the National
Guard registering activity if the activity also services positions,
which do not require Guard membership, for which the registrant can
be referred.

*4' 13. - Eligible technica'ans will be iegistered only -for 'skills for
.'which well qualified and only at the grade level or the--equivalent
grade level of the Military Reserve or National Guard Technician
position from which separated.-' *

4. Registering activities wilf:

a. Confirm registration -elidgkiility;

b. Complete Format 1 in-accordance with Chapter 8 of the
manual, except as modified below:

(1) Item 5 Program Code, enter "G*.

(2) Items 34 through 38 Skills. The high grade and low
j- r de wil be the" grade the technici~b held upon - epaiatlidli (see

i ~gr&ph 'G3 abkk•. - ' tt . ? " -

(3) Item 41 Separation Date, leave blank.

. (4) Item 42 Program Release Date, leave blank.

(5) Item 43 Priority, enter "3".

(6) Items 52 through 56 Individual Activity Selections.

Complete in accordance with paragraph G2 above.

c. Counsel registrants:

(1) that a technician's annuity terminates on the date
the individual is appointed to a position In the Federal Government
or on the date the irillividual declines an offer of appointment and
that they mustj therefore, respond to Job offer inquiries; and
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(2) that registrants referred under these provisions
will be expected to enter on duty within two weeks after acceptance
of an offer or in no case later than 30 days, without the mutual
agreement between the registering and gaining activities.

5. When a position offer is received under the provisions of

this appendix, the registering activity must advise the registrant of
the oftere in writing. This xrritten offer must also include a
statement advising the individual that (a) failure to reply will be
treated as a declination of a Job offer and may result in termination
of the annuity, and (b) any indication that he or she does not wish
to be considered for the position may also adversely affect the
continued receipt of the annuity.

6. Upon appointment or declination of a position offer under the

provisions of this appendix, the registering activity will notify OPM

in wr.iting of such appointment or declination. This notification
sh.oul.d be mailed to the address below, and must include the name and
social security number of the registrant; the date of the appointment
or declination; the title, pay plan, series, grade, and rate of pay
of the. position; and, if an appointment, thename and address of the
employing activity:

Office of Personnel Management
Employee Service and Records Center
Boyers, PA 16017

H. PROCEDURES - GAINING ACTIVITIES

Potential gaining activities will:

1. Match vacancies in the competitive and excepted service
against. Stopper Lists and submit requisitions in accordance with the
provisions, in Chapter 4.

2- Make lffers in normal priority order. An offer to a Priority
3 Mi•.itarby Reserve or National Guard Technician registrant will be
mae alter ather Priority 3 PPP registrants.

3. Effect appointments noting the following: National Guard
Technicians are employed by the Guard under excepted appointments and
most of them have never acquired competitive status. Public Law
99-586 provides noncompetitive entry for these technicians into the
competitive service if they had at least 3 years of service with the
National Guard. They must meet qualification requirements and be
appointed within I year after separation from the Guard as a
technician. Those who do not meet noncompetitive entry requirements
should be appointed under Schedule A authority 213.3102(J), or other
appro.priate excepted service appointing authorities. The other
Military Ekeserve Technicians have competitive status, except those In
Excepted Service positions (e.g., Intelligence Specialist).
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I. MECORDS MAINTENANCE

"Regi.-tering activities are responsible, for the da' to-d
Maitea ne of registration records. In addition, since reg._9 i.ion
eli g•flIity in"this program continues indefinitely. registering. ;
activities must establish procedures to assure that the cUrrent
status of each registrant is determined on an annual basis.

(a-s
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DEPARTMENT OF DEFENSE
CMVILIAN PERSONNEL SYSTEMS CENTER

5113 Leesburg Pike. Su•ts 302
Fal Church. VA 22D41

REPLY TO DCPSC

DOSC,OFRODOUROAODUWrI• (Mr. Forinash/tAV)986-5155/ek) 16 Sep 92
DAYITWCH 4444443O

SUBJECT: Priority Placement Program (PPP) Update 92-2

TO: Civilian Personnel Officer
All DoD Activities

1. On 13 Jul 92 we issued Prior.ty Placement Program Update 92-1 which
contained changes in policy and procedures for the program. Included in
that Update was an Attachment I which was an addition of three pages (D-6,
7. and 8) containing option codes for requisitioning and registering of
Civilian Intelligence Personnel Management System (CIPMS) positions. The
attached page D-6 replaces pages D-6, 7, and 8 included in the PPP Update
92-1.

2. If you have any questions, please contact us on-AUTOVON 986-5060 or
Commercial 513-296-5060.

Encl JAMES D. FORINASH
Director, Defense Data

Support Center



CIVILIAN .INTELLIGENCE PERSONNEL MANAGENENT SYSTEM (CIPMS)

OPTION CODES

ANY APPROPRIATE SERIES

ING Intelligence
INST Scientific & Technical Tntelligence Production
÷FLP Foreign Language Profic:en:

(+ indicates the language must be :ncluded in items 39 and 40
on the registration or file maintenance formats.)

080 SECURITY ADMINISTRATION

INB Automation
IND Disclosure
INI Industrial
IIN Information
INO Operations Security
IPE Personnel
IPH Physical
INT Technical

132 -INTELLIGENCE SPECIALIST

IPR Intelligence Production
IOP Intelligence Operations
ICD Intelligence Combat Developments
ITH Intelligence & Threat Support
ICI Counterintelligence (CI)
IAC Acoustics Intelligence (ACINT)
ICO Communications Intelligence (COMINT)
IEL Electronic Intelligence (ELINT)
IHU Human Intelligence (HUMINT)
IMI Imagery Intelligence (IMINT)
IMS Measurement & Signature Intell' ence (MASINT)
IRA Radar Intelligence (RADINT)
ISI Signals Intelligence (SIGINT)
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REPLY TO ZC

-- soSO, moAIJ•'.1 (Mr. Forinash/DSN 986-5155/ek) 21 Sep 92
DAYII 06445'4"444

SUBJECT:. Priority Placement Program (PPP) Update 92-3

TO: Civilian Personnel Officer
All DoD Activities

1. The following changes must be made to the policy/procedures contained
in DoD 1400.20-1-M, dated.September 19900:

a. To the PPP Update 92-1, dated 13 Jul 92. add the following
sentence as .imagraph 2.a.5.: 'PPP registrants placed in a'-z-poraar

assignment are not to be displaced by another registrant when'-fie-"activity
is extending tbe briginal length of the assignment.'

b. Change Chapter 3, page 3-13. para B.17, of .DoD 1400.20-1-M to
read: 'Employees scheduled for separation and family members/spouses who
are available for temporary positions in their commuting area will be

identified by entering "T* In Item 28 of Registration/File Maintenance
Format *I.'

c. To the PPP Update 92-2, dated 16 Sep 92. which was a list of CIPMS

option codes to be filed in Appendix D of DoD 1400.20-1-M, change opticn
code "INST" listed under 'Any Appropriate Series- to "IST."

2. Questions should be referred to Ann Madges. DSN 986-5156 or Commercial
513-296-5156.

JAMS 5.~ O-NASH

7;. fense Data
•up,:c C , :e.



DEPARTMENT OF DEFENSE
DATA SUPPORT CENTER

GENTILE STATION
200 FREEDOM ROAD SUITE 1

DAYTON, OH 45444-5310

IN REPLY
REFERTO DDSC (Mrs. Madges/DSN986-5156/ek) 6 May 93

SUBJECT: Automated STOPPER and Referral System (ASARS)

TO: Civilian Personnel Officer
All DoD Activities

1. The Automated STOPPER and Referral System (ASARS) will be implemented 17
May 93 and brings with it major changes in the way positions are cleared.

2. ASARS is one automated system which uses the Bulletin Board System (BBS)
to provide a way to requisition for priority referrals through the Automated
STOPPER or voluntary referrals through the Automated Referral.

a. The Automated STOPPER is used by DoD "A* coded activities to match and
clear positions which are subject to the DoD Stability of Civilian Employment
Program, including the Priority Placement Program (PPP). The Automated
STOPPER replaces what was formerly known as the Stopper List/Autodin system.
The Automated STOPPER policy is contained in Chapter 4 and the procedures for
requisitioning are covered in Chapter 10. There will no longer be a paper
Stopper List to review. Clearing the Automated STOPPER will be accomplished
by submitting a requisition for each position that is not an Exception
(covered in Chapter 4 or granted by the Zone Coordinator structure).

b. DoD activities in foreign areas will continue to receive a hard copy
Stopper List with resumes attached until communications make it possible to
complete all processing through the BBS. Until such time, these activities
must continue to clear the Stopper List for each position unless an authorized
exception applies.

c. The Automated Referral may be used by DoD 'A' coded activities !or
voluntary referrals of individuals registered in the Defense Outplacement
Referral System (DORS). The Automated Referral replaces the Overseas
Employment Program (OEP) and incorporates the Defense Outplacement Referral
System (DORS) into the same system. DORS now allows registration ior
positions located stateside AND overseas and is strictly a referral system.
Requisitioning under the Automated Referral will result in referral ol DORS
registrants only and it does NOT fulfil' the requirement to clear the
Automated STOPPER.

3. It is imperative that the attacnments De read and studied by all
personnelists involved Ir: recru tment ara -,acernent wor quesiions or. tne
process of uzinr the BBS :r A-AFI . ccntac. -,nC r Daytor, . h: however. all
questions on poilcy should .¢cmt~r.Le to tc directed tc. vour 'orne CcordL-iatcr's
o!fice,



DDSC Page 2 6 May 93
SUBJECT: Automated STOPPER and Referral System (ASARS)

4. The following gives an overview of each attachment; however, in order to
understand ASARS, the entire chapter/appendix must be read since procedures
have completely changed:

a. Chapter 4 - Contains the policy and procedures for the gaining
activity. For the most part, policy remains unchanged: however, the chapter
has been reorganized for quicker reference and to incorporate ASARS
procedures. In addition to ASARS changes, policy changes/additions from a
recent PPP Board Meeting are highlighted below. Remove current Chapter 4 and
replace with attached.

(1) Changes on filling temporary positions and temporary assignments
are contained in Chapter 4, Paragraph B4 and B5.

(2) The procedures for making offers based on ASARS is contained in
paragraph B6 of Chapter 4.

(3) Procedures for clearing positions located in Alaska, Hawaii, and
Puerto Rico are contained in Paragraph B17.

(4) An 'Exception* is added under *Reassignments and changes to lower
grade within the component' when the change does not meet the definition of
OPM's transfer of function definition (Paragraph Clb(2)).

(5) An existing 'Exception' modified to include "foiv" -c•i placement"
of 'key or critical position* individuals after the base clos-s .'aragraph
Cle(7)).

(6) GS-1702, Education and Training Technician/Aid, are not included
under the GS-300 special skill identifier for PPP purposes (Paragraph El.

(7) Includes new procedures for clearing Apprentlce (WT) positions in
Paragraph E4.

b. Chapter 10 - Contains the requisitioning procedures for ASARS which
includes mandatory requisitioning under the Automated STOPPER and voluntary
requisitioning under the Automated Referral. A copy of the new Position
Requisition/Control Format is included and the chapter contains instructions
on the completion of each Item on the format. Remove current Chapter 10 and
replace with attached.

(1) The beginning of the chapter explains ASARS and the remainder is
broken into two parts. The first contains the Automated STOPPER and the last
few pages cover the Automated Referrai.

(2) This chapter contains reference to the Reemployment Priority List
(RPL) which will be an automated DoD referral program and will be issued as a
separate appendix in the next few months.

c. Appendix C - Contains codes for completion of items contair.ed on the
Registration/File Maintenance Format.

(1) bine through page C-5 and C-,'but Peave in appendlx: discard Page
C-9. Replace these pages by inserting attacned Pages C-9. C-i0 and C-:1.



DDSC Page 3 6 May 93
SUBJECT: Automated STOPPER and Referral System (ASARS)

(2) Please take special note that the code for Germany has been
changed from GE to GM.

(3) The remaining pages of this appendix will be updated when the
entire manual is revised in the next few months.

d. Appendix L - This new appendix contains the DORS policy and procedures
and replaces the DORS USER'S GUIDE, dated January 92, which is now obsolete.
We have not included the attachments that were originally included in the DORS
USER'S GUIDE since they are already part of the basic DoD 1400.20-1-M.

(1) DORS is now used to register/refer individuals for overseas
locations. (The Overseas Employment Program [OEP] is obsolete.i There is no
longer an 'Acceptance List' containing acceptable positions, grades, and
locations for overseas positions. Individuals are registered for up to five
skills for which eligible and up to 20 countries for which available to work.

(2) We have removed all dates from "Z" program registrations;
therefore, review new procedures on page L-4 and file maintain, if necessary.

e. Copy of revised Registration/File Maintenance Format which will be
used for all programs.

(1) Item 15 has been changed and may require file maintenance for
current registrants.

(2) Item 56 is now used for entry of up to 20 country codes for DORS
referral.

5. Current Chapter 7. Overseas Employment Program (Program B) and Chapter 12,
Autodin Procedures, must be removed and discarded. The 'holes' created by the
deletion of these chapters will be fixed when the entire DoD 1400.20-1-M is
rewritten and distributed in the next three months.

6. Upon implementation of ASARS, current active requisitions under the
AUTODIN system will be closed automatically by DDSC. All outstanding referral
resumes (received as a result of requisitioning from the Stopper List or
Autodin) must be worked and returned with appropriate report actic,%s. If you
have outstanding resumes that you are working, it is not necessary to submit a
new requisition under ASARS if selection is made from a referral on hand.
However, if a current active requisition is unmatched or you have worked all
referral resumes in hand, it is necessary to submit a new requisition. Tt

will be important to keep all documentation to ensure you have a proper audit
trail on the action.

7. Questions on the automation procedures of ASARS should be directed to DDSC
in Dayton. All policy questions must be referred to the appropriate Zone
Coordinator office.

-"AMES . FORINASH
Director. Defense Data

Support Center
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POSITION REQUISITION/CONTROL FORMAT

REQUISITION CONTROL NUMBER .......... I I H L
REQUISITIONING ACTIVITY ................

COMPONENT CODE ................................ 0

NUMBER OF VACANCIES .......................... W
PAY GROUP, SERIES, GRADE ... ED IJII IIII LIE
OPTIONS ............................. IJ DM
REMOTE ACTIVITY ..........................

REMOTE STATE / COUNTRY CODE ................. ]j
REFERRAL/ALTER/CANCEL CODE ...................

TEMPORARY ONLY ..................................

ONE-TIME CLEARING ............................

MAY BE REPRODUCED LOCALLY

S.,.



RE"IS'I'RATION/E MN,.INNAC FORMAT
MNEU TIOIN YOU PROVIDE IS PEC AD ONLY DISCLOSED IN AOCORDANI WIfl TH Ti prVA- AIT OF 1974

OCHCK HERE IF THIS IS A F LE .....................................................

01. RBOIS'1RING PCI'IVITY CODE ............................ AI

02. RErS¶EN CPO CONTAC - last,first, ml ....... 1 . 1 l I L I I 1 1

03 . CPO CMD~r PHiONE NUMBER,..........................................

04. SOCIAL SBCLIRITY iiNUBR OF REGISTIRANT .............................. _I

05. PRGAi4 ~COD .......................................................................

06. NAMB OF REGISTRANT........

07. STREETr ADDRESS .............

09. STATE ............................................................................

10. ZIP ................................................................. .......

11. T1ELEPHONE ................................................ F7 1[I

12. COMPON~ENT...........................................................................

13. PAY GROUP SERIES, GRADE .........................................

15. RET'AINED GRADlE ELIGIBILITY ..........................................................

16. SALARY......................................................................

17. APPOINTMENT ELIGIBILITY .............................................................

18. EKXEP'ED SERVICE.......... ............................................. ..........

19. PHYSICAL HANDICAP .................................................................

20. EDUCATION ...........................................................................

21. DEGREES........................................................................ ....

22. MAJYOR ......................................... IIIIIII]IIIIII IIII

23. SERVICE COPUPATN DATE ........... o............................ o..........

24. SECURITY CLEARANCE............................... o..................................

25. TIW&IRE GROUP ................................................ o...................

26. AWARDS .............................................................................

27. AVAILABL EZ GN/ @SUPERVISOR, OR BOTH .................................................

28. AVAILABLE FOR TEMPORARY POSITION ....................................................

29. AVAILABLE FOR NON DOD FEDERAL/C7'JRSEAS OR BOYTH ......................................

30. AVAILABLE FOR RESERVE TECHINICIAN ....................................................

JOB FROM m N
EXPER: YR NOYR?'IO J 0 B T I T L E W

31. EXP 1

32. EX 2

33. EDXP 3.-

MAY BE REPRODUCED LOCALLY



RBGISTRATIO4/FIIE MAIN' E FORMAT
INFOMOMIN YOU PROVIDE IS PROTECTI'ED AND ON LY DISCLOSED IN ACDANC WITH THE PRIVACY ACT OF 1974

0HI LO lu

SKILLS: PG SERIES OPTIONS Gt GR EK HID

34. SKILL 1 ......................................

35. SKILL 2 ......................................

36. SKILL 3 ......................................

37. SKILL 4 ......................................

38. SKILL 5 ......................................

ADDITIONAL EMPLOYEE INFOR4ATICN / SPECIAL QUALIFICATICU:

39. _ IIIIFIO 1IIII I( I III ,
40. INFO 2 J~ IL
41. SEPAEATI"I/EFE1 I DE OF CRAG TO LOWER MADE DATE Y- R, HO, DAY ......

42. PROGRAM RELEASE DATE - YR, 14N, DAY .........................................

43. PRIORITY.... ......... ................. ............................................

44. OVERSEAS CaMIY LCATIC ........................................................
45. RETURN RIGHTS .....................................................................

46. RETURN RIGHTS TO ALASKA, HAWAII, OR KUMRo RICO ? ENIER AK, HI, OR RQ ..............

47 . Z SE ECTIO ................................................................ T
48. REGION SELECTIONS..............................

49. STAT SELECTIONS 1-14 ........... 1 III
MI IIVII I I I I I I I I I I I I I I III II50. STATE SELECTIONS 15-28 ......... .. I51. 00 P NE I ............................................................................

ACTIVITY SELECTIONS:

52. ACT 1-10

53. CT 11-20

54. ACT 21-30
55. ACT 31-40

56. CMY 1-20111

57. AVAILABLE FOR PRIVATE SECTOR CONSIDERATION ...........................................

58. PRIVATE SECTOR REGION CODE .......................................................

59. PRIVATE SECTOR STATE CODE 1 ........................................................

60. PRIVATE SECTOR CITY 1 ................................ I IT I I I I I I
61. PRIVATE SECTOR STATE CODE 2 ........................................................

62. PRIVATE SECTOR CITY 2 ................................

63. PPP APPROVI OI ...............OFFICIAL

I CERTIFY THAT I HAVE BEN C SELED ONCERNING THIS REGISTRATICN/FILE MAINTEtWCE.

REGISTRANT DATE CPO DATE



CHAPTER 4

PRIORITY PLACEMENT PROGRAM
GAINING ACTIVITY POLICIES AMD PROCEDURES

A. INTRODUCTION

-nis chaoter contains policy and the Automated STOPPER
proc•oures Dertaininoa to oainino activities. Detailed procedures
to'- reouisitionina through the Automated STOPPER and Referral

vstem ~t-bARb) unon -eceiDt at a Standard Form (SF1 52 or the
commencement at recruitment are presented in Chapter 10 o+ this
manual: ,ne Zolirv tor ctearino tne PPP Automated STOPPER must
oe -aliowed uniess speci+ically excluded by paragraph C.
t'rentions. neiow or wnen the responsible Lone or Kegional
Loorainator. under deleqated authority. qrants an exception.

B. GAINING ACTIVITY POLICY

1. All positions in the Competitive and Excepted Service at
araoes bb-- throuqh US/UM--I. all Federal Waqe System grades and
all special pay systems are subject to the Automated STOPPER
unless speci+icallv exempt. Upon receipt of a referral resume
indicating registrants are available for placement, the policies
and procedures outlined in this chapter apply.

a. Priority 1 and 2 Reqistrants. When Priority 1 or 2
reqistrants are available, all promotions. demotions,
reassignments, appointments (including reinstatements), and
transfers are prohibited. The activity may not fill a matched
position by competitive or noncompetitive action, except as
provided herein. This restriction applies even when the activity
is Dronibited trom increasino on-board strenoth. In such cases,
"he activity must either obtain authority tram within the
comoonent to make an otter or refer tne matter to the Zone
Coordinator.

b. #riority o Kegistrants. When -riority 3 registrants
are avaiiable. all aooointments (includino reinstatements) and
tansTers are oronlbitea. The availability at Priority s
reoistrants will not preclude the tillinq of positions by
oromotxon. daemntio. or rpassignment, provided a person currently
emoioved on a non-temoorary aopointment, includino lerm. within
tnp comDpnonz is 7eIPcteC. ý-or this ouroose there are tive
comoonents: Army. Navy. Mir Force. Detense Loaistics Agency
kL) Anc ton Vtetnse maencies. When consideration is to be given
to candidates not currently employed within DoD. a requisition
must be suomitted immediatelv usino a referral code (see Lhapter
1U) that includes the Priority ..* registrants. (Guidance on
Military Spouse Vreterence Prooram registrants is contained in
Appendix I.)

4-1
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(LnaP 4. Para bZ) Do) 1400.20-1-M

e. UHANGINUb CANLLL1ING UR DiLAYINL A FILL ACTION: Under no

circumstances shall a Position be chanqed as to series. grade.

location or oDtion code(s): canceled: or fill action delayed for
the purpose of avoiding makino an offer to a I-PP reaistrant.
Unanaes. canceilations. or delavs in reouisitionino or makino an
otter Wiii be subject to investiqation and corrective action bv
LonP and riecional Loorainators. lo avoic an investigation, the
actlvitV should obtain zone Coordinator approval prior to

canceiiino or cnanino •a Position once it has received referral

resumes throuah the Automatea b1UPPER.

S. EI•MANENI t-OSITiONb: All activities in the United States
and 1'uerto -ico must match all vacant positions through the PP

Automated STOPPER. lhis includes vacant positions that are
located outside the United States but serviced by a civilian
personnel office in the United States. (Chapter 6 of this manual
contains the Policy for overseas activities.) The term

"activity" includes all organizations serviced by one Civilian
Personnel Office (CPO). An activity must submit a requisition
throuqn the PPP Automated STOPPER, upon receipt of an SF-52,
Request for Personnel Action, or equivalant request, or when
recruitment beoins on the basis of an anticipated request. This
applies to Competitive and Excepted Service positions.
Requisitions are to be submitted to the Defense Data Support
Center (DDSC) via the bulletin Board System (BBS). The
requisition will remain active during the recruiting cycle until

the position is filled with a PPP registrant, an in-service
referral list is issued or a commitment is made.

4. PERMRNENT AND TEMPORARY PART-TIME. INTERMITTENT, SEASONAV
UR UN-CALL PUSITIONS: All vacant permanent and temporary part-
time. intermittent, seasonal and on-call Positions are subject to
the tI*W and reouisitions must be submitted.

a. A reouisition will be submitted and offers made in
oriOritv order to tnose revistrants wnose residence is within the

commutina area oa the oOSitioln. Heoistrants may decline ofters
op nermanent oart-timp. intermittent. seasonal, or on-call
nositions without atfectino recistration eligibility, unless the
nours o+ emvinvment ot tne reoistrant at the time o+ reaistration
elioibilltv were essentially the same as or less than those of
tne nosition oeino offered. t-or example, a parttime emolovee/
reaistrant working ZU hours per week offered a part-time job
wOrkilo 2v or more hours per week must accept the ofter or be
deleted from the VPP. Heqmstrants restricting their availability
to part-time, intermittent, seasonal, or on-call jobs within the
commuting area must accept offers of permanent positions with
essentially the same work schedule as the position held at the
time of registration or be deleted from the 'PP.

4-2



(Lnap 4. Para b4b) DoD 1400.20-1-M

0b. teaistrants mav accept or decline temporary part-time
or intermittent jobs without Denaltv and remain in the PPP.

c. Lmomovees o+ the Panama Canal Lommissiono registered
DV kCtlvitV Lode V/ý". must be ottered seasonal positions.
Wanama Canal Commission employees placed in seasonal positions
unner tnis provision will nave all PCS costs paid by the
reoisterina activity. DOU activities are not authorized to pay
the iemoorarv luarters Subsistence and Miscellaneous Expense
Allowance tor such employees.

). FULL-TIME TEMPORARY POSITIONS AND TEMPORARY ACTIONS
AbAINST PERMANENT POSITIONS

a. Temporary Positions: Vacant temporary positions
expected to last one year or less, except those which support
special hiring programs such as the Federal Summer Intern
Program, the Federal Summer Employment Program or the
Stay-In-School Program, that will be filled from outside the
activity workforce must be matched against PPP registrants
identified with a "T" code through the Automated STOPPER (see
Chapter 10 tor requisition procedures). When registrants are
re+erred +or temporary positions offers are to be made only to
those residing in the commuting area and appointments effected
oniy atter the registrant has been separated with a break in
service o+ more than three days. unless the person is currently
emDioVPC DV the activity having the vacancy. Accordingly, the
resoonsioilitv +or payment 0+ lump sum leave and severance pay
remains witn the releasino activity. Reoistrants may decline
otters to temporary positions and continue in the PPP; however.
tne reoiszration will be chanoec to indicate availability only
+or permanent positions.

b. Extensions a+ iemoorarv Appointments: Temporary
positions t1iled initially +trom outside the activity by other
tnan a ww'- reoistrant will be matched throuoh the Automated
5[UPF`LH aaain when there is a request to extend the temporary
action beyond one year unless the total assionment Period is less
than one year in which case +ollow-on matching is not required.
Any extension that causes the action to exceed one calendar year
will subject the oosition to Automated STOPPER procedures. If
the requested extension is +or a person referred through the
Automated STOPPER the action should be processed without
submitting a requisition to the DDSL.

c. Counseling: PPP registrants who are still employed
should be in+ormed o+ a possible loss of retained grade and pay
entitlement when they accept a temporary position as a direct
result o+ RIF or +ollow-on placement action. Entitlement to
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arace and Day retention deoends on the nature ot the appointment
neld by the employee immediately before the action taken.
Lonsequentlv. employees downaraded atter receivina a temporary
appointment at the former arade are not entitled to grade/pay
retention. However. an employee who is immediately downaraded by
means of a permanent appointment or a temporary appointment would
continue to be entitled to arade and pay retention (based on the
initial action, not the subsequent action) even if he or she is
subsequently downgraded, temporarily promoted or permanently
promoted to an intervening grade. The Retained Grade and
Pav/Temporary Employment Decision Table (Figure 4-1) at the end
0+ this chapter will assist in the counseling.

d. Term Positions: Term positions by definition are
expected to last between one and four years. As a result, it has
been determined that vacant Term Positions must be matched
against the Automated STOPPER in the same manner as permanent
positions. When PPP registrants are referred, offers will be
made and appointment actions processed as though the position is
nermanent. Utters of lerm positions constitute valid offers and
declinations will result in the registrants deletion from the
eroaram.

e. remoorarv Actions Against Permanent Positions: When
the activitv Plans to +ill a permanent position on a temoorarv
basis ana the exceotions in oaraoraph u ot this chapter are not
avolicable. the +oalowing procedures must be followed:

kil unon receipt at the 6F-b2 or similar document
reguestina tili action or when recruitment Deoins, whichever is
earlier, a reouisition must ne submitted to the Automated STUPPER
+or permanent action.

Ce) It PPP resumes are referred, offers will be made
in priority order and the personnel action will be for career or
career-conditional status or permanent status if the position is
in the Excepted Service.

(3) If the position is filled on a temporary basis
from a source other than a PPP reqistrant a "one time clearing"
requisition must be submitted to DDSC every thirty (30) days,
using referral code "P" (PI and 2 registrants only), as long as
the position is filled on a temporary basis.

(4 When resumes are reterred as a result of
reguisitionina under the process described in paraaraph b5e(3)
above, o++ers wiil be made in Priority order to those registrants
who have or will be seoarated by HIF without an employment o+fer,
declinea gransier at t-unction outside the commuting area and are
lacing separation, or are being *urlouahed +or more than six (b)
months. Anv otner t-riority Z resumes may be returned to DDSL
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using code 26 with an explanation. Should an offer be accepted.
the temporary assignee to the position will be displaced not
later than the reporting date of the PPP registrant.

(5) PPP relistrants who accept such offers will be
permanedtly assigned to the position. These offers are
considered valid offers and declination will result in the
registrants deletion from the Vrogram.

b. WURKINb RESUMES: 0tters will always be made in priority
order; however, i] while working a lower priority, a higher
prioritv is referreo sunseauentLy through the automated system,
the activity may continue to work the resumes initially referred
oe-ore worKinO tne new re+er-aiE in priority order.

/. NEW LLAbSIFICATiON bTANDARDS: When UPM issues new
classification standards wnlcn result in positions bemna chanoed
-rom one occunationai series to another, activities should
recuisition for both the "new" and "old" series, and option
cooeesp, it aDoroormate. until wj6L has issued notification that
it will ne done automaticaliv bV the computer. Unce notification
.s ornvLoen that tn- computer will match both series
automaticaliv, a reouisition need only be submitted for the "new"
series. .ne system will provide referral resumes +or both
series. Utters snould be made in priority order renardless of
whether tne individual was reoistered for the "old" or "new
series.

U. RE-ENbINEERED POSITIONS: When a position is to be filled
at one of several grades, a reauisition will be submitted at the
target grade. For example, if a GS-12 position is to be filled
at grade GS-9, GS-11, or US-12, the requisition will be for grade
US-i2. However, if the oosition is to be downgraded with no
intent to return it to the original grade, the PPP Automated
STOPPER will be cleared at the new permanent grade.

9. FORMAL TRAINING PROGRAMS: For positions covered by a
formal training program, as described in FPM Chapter 410. such as
Apprentice or Manaaement Intern, a reguisition must be submitted
for the entry arade(s). ihe requisition must include the
"7rainee" (TRA) option code. Keaistrants already fully oualified
in the field of the position are not to be offered formalized
trainee positions.

IQ. UtV-WU MUBILITY m-UublTIUNS: Positions below GS-9 or WG-8
(ano other comparable Federal Wade bvstems positions, e.a.. WL
ani Wb with representative rates enuaj to or less than bS-8) mav
Oe re-enomneered to lower orades under a formally established and
rincumentec Lpowa-c M-v)01tv -`rooram. as cescribea in FPM Lhaoter
/1•. bitnout clear:no the PPFv Automated bTU-PER at the taroet
oracw. vrovideo there na,; oeen advance identification. For
example, the Upward Mooiiitv A-lan or Affirmative Action Plan
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soecifies that the first ten WG-6907-05/b vacancies occurrina

durino the fiscal year will be reclassified to WG-6907-4 to

orovide opportunities for under-utilized employees, or the first

two 6S-525-6/7/8 Accounting Technician vacancies each quarter

will De restructured to GS-4 trainee positions to provide
ooportunities for clerical employees servinq in the GS-501, 530.

540. or 545 series. Such re-enaineered positions will be matched

bv submittino a requisition at the entry grade using the "TRA"

option code. When formally documented plans do not identify in

advance the kinds of positions to be re-enoineered, a requisition

must be submitted at the full performance level.

11. CONTRACTING STUDIES: Positions in functions under study

tor oossible contractino out are considered to be permanent and

wiji be matched bv submission of a requisition unless an actual

oid solicitation date has been established and announced. The

mere inclusion o3 a bid solicitation date 'in a lona-ranae

olannina document foes not constitute an "established and

Announced" cate. k+ter the bid solicitation date Such jobs must

*:e cleared throuoh the Automated STOPPER under the temporary

Drovlsions in oaracarao BO above.

12. iNTERDISUIPLINARY POSITIONS: Requisitions for

interaisciolinarv oositions. (i.e.. positions which may be ÷illed

ov an aooiicant oualified for any one of several General Schedule
series), must be submitted +or each qualifyino occupational

series at the qrade o+ the vacancy. Resumes referred for all

series must be assembled in priority order and an offer made to

the hianest priority reqistrant reqardless of the series for

which the registrant was referred.

13. GRADE CONTROLS: Placements of PPP reqistrants are to be

treated as exceptions to the average grade and high grade control

restrictions.

14. VETERANS PREFERENCE POSITIONS: The provisions of the

PPP do not supersede requirements for filling positions

restricted to veterans preference eliqibles. When such positions

are to be filled and only nonpreferenze elioibles are available

in the PPP. the procedures of FPM 330, Subchapter 4, oaracraph

4-3c. will be +ollowed.

15. PPP INTERROGATION OR DEFENSE OUTPLACEMENT REFERRAL
SYSTEM (DURS) AS A SOURCE OF RECRUITMENT

a. (ctivities with unmatched vacancies are encouraoed

tO use reoistrants aq A orimarv source o+ recruitment. When a

nosition is unmatched and an activity intends to +til a position

at the tUli onrs-Ermance ievei with a non-DoD candidate, strono
consideration will be civen to downaradina the job to see if a

renistrant is avaiiamip throuan tne P't-' at a lower arade. This

should be arccmpJlshed bv usino the interrooation procedure
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outlined in Lnapter 1: of this manual. This will provide DoD
reoistrants witn additional olacement possibilities into jobs
witn orowth Dotential. Io see it reoistrants are available at
iower orades. contact the Uetense Data bunoort Center and ask
that an interrooation bP orocessed.

b. In order to oroviae other interested DoD employees
consinsaration when vacancies are unmatched with Prooram
reaistrants. activities are encouraoed to requisition DORS.

c. zelection o+ a reoistrant throuoh the interroaation
orocess or throuqh OURS must be in accordance with activity RIF
or merit oromotion ojans.

16. VRA AND HANDICAPPED APPOINTMENTS: Prior to the
appointment o+ persons under the Veterans Readjustment
Appointment (VRA) and Handicapped Program authorities, positions
will be matched at the full performance level and offers made to
available registrants in prioritv order.

17. ALASKA, HAWAII AND PUERTO RICO POLICY: Activities in
Alaska, Hawaii, Puerto Rico and activities who requisition to
fill positions in these locations will apply the Automated
STOPPER as follows:

a. Priority 1, 2 and 3 restrictions outlined in
paraaraph kI and 2 above will be applied when tioe position to be
filled is from outside the specific state/commonwealth.

b. Priority 1. 2 and 3 restrictions outlined in
paraoraphs bI and 2 above will be applied when the position to be
tillec is from within the specific state/commonwealth and the
resumes reterred are +or reoistrants who: last resided in (pr2or
to overseas assignment), have return riohts to. or are presently
or were iast emoloved in the saeci+ic state/commonwealth or are
,Pamilv members/militarv spouses Wreaistereo in the Nondisolaced
Uverseas t-amllv MEmber 'rooram. Militarv 5pouse Preference
t'roaram or "rmv -amilv Member Proaram) whose sponsors are
relocatina to the soeci+ic state/commonwealth. bee Lhaoter 10.
oaracraDh e0i(1)(D) tor procedures on how to requisition for
registrants who meet tnese conditions.

ld. "JUDII iTKkIL: Eacn activitv will maintain sufficient
documentation to provide an audit trail +or each position cleared
through the Automated STUPPER in accordance with Chapter 1
paraoraph C.

C. EXCEPTIONS

1. The following situations may be excepted from Priority I
and 2 restrictions. These exceptions may be invoked by the
Civilian Personnel Office without prior Coordinator approval.
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wnen invoKed. a -eauisition is not to be submitted to DDSL except
as reauired in paraoraph a(4) below. Ihis includes vacancies at
remote locations.

a. Fromotions which are exceptions to competitive
oroceoures under F.PM 3sn. Lhapter i-bc. and under DoD
requlations: however. it is not the intent o+ the PPP to allow
exceptions when true vacancies exist.

(1) lhe two types of career promotions:

(a) A promotion without current competition
when at an earlier stage an employee was selected from a civil
service reqister or under competitive Promotion procedures fcr an
assionment intended to prepare the employee for the position
being filled (the intent must be made a matter of record and
career ladders must be documented in the promotion plan): or

(b) A promotion resulting +rom an employee's
position being classified at a huner grade because of additional
duties and responsibilities:

(2) A career ladder promotion following non-
competitive conversion o+ a cooperative education student in
accordance with the reouirements of FPM Chaotsr 308.

(U0 A oosition chanae from a position having known
promotion Potential to a position having no hiaher potential.

(4) belection ot a candidate tro- the Reemployment
?-rloritv List for a oosition at a nioher Grade than the one last
held in tne comoetitive service Provided there are no Prioritv 1
or 2 reoistrants referred who are still employed in the
comoonent.

tW) Repromotion ot a current activity employee to a
araoe or position from which demoted without personal cause and
not at his or her reauest.

(8) Selection of a candidate not aiven Proper
consideration in a competitive oromotion action.

(7) The promotion of an employee through competitive
procedures when an incumbered Position has been upgraded as a
result of planned management action and the addition of another
person would result in someone belno adversely affected by RIF.

(8) The promotion of an employee whose position is
uparaded without siani+icant change i" duties and
responsibilities due to issuance of a new clssification
standard, or a Position change Permitted bv reduction in force
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procedures. Provided the same employee whose position is affected
is oiaced in the new Position. These actions must be consistent
with -IM 335, l-5b(l) and (2).

b. Reassionments and changes to lower grade within the
component:

(1) Made for +ormal development/training purposes,
as provided by FPM Chapter 410. (This does not include
entry-level type positions as provided for in paragraph BIO
above.)

(2) When an employee's work is relocated, either
within or outside the commuting area, from one competitive area
to one or more other competitive areas and, but for the fact that
the +unction is already being Performed in the new competitive
area(s), the action would meet UPM's definition of transfer of
tunction in FPM 3n1. This provision applies only for jobs at the
same orade and with "Reassignment" as the Nature of Action.

c. Heassionment or change to lower grade within an
activity ot0

(1) an employee who occupies a position scheduled to
De aooiisnpo or tunctionailv transferred out of the commutinq
area within one year.

k4) an employee whose Dosition is to be regraded
downward to correct a classi+ication error or comply with new or
revised rlassification standards,

(3) an employee whose position has been redescribed
as a result o+ Position review,

(4) an employee who has been found by appropriate
medical authority to be medically disqualified for the current
position to which being assigned,

(5) VRA and handicapped employees and 30% disabled
veterans servina as a result of special appointing authority
reached in RIF to vacancies under the jurisdiction of the same
CPO.

(6) Senior Executive Service employees removed
durino the probationary period or at any time for less than fully
successful Performance. This applies to Change-to-Lower-Grade
actions only.

(7) Surplus employees under the jurisdiction of the
same LPu orovidino Personnel servicina to one or more components
when excess personnel exist in one and vacancies exist in the
otner.
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d. Reassiqnments within an activity:

(1) When the vacancy of the same series. option (if

any), and grade created by the reassionment is made available to

the PPP by submission of a reouisition to the PPP Automated

STOaPERi Both positions must be in the same commuting area.

(2) Df part-time employees to full-time positions

when the Part-time position was acquired as a result of

reauction-in-force from a fuli-time position.

e. Ihe placement ot:

(1) Lmolovees who tail to complete satisfactorily
the suoervisorv or manaoeriai orooationarv period reouired ov FPM
nhapter ,15, bubchapter V.

(2) Employees to satistv enforceable assionment
riohts. sucn as statutory or aoministrative reemployment riahts.

or reinstatement trom I-'L.

(6) A centrally funded intern. The intern must be

olaced within the Lomponent. buch action must result from

reduction in force, lack ot funds, manpower reductions, base
ciosure. etc.

(4) CU-O' Students at the time they enter into the

positions and when ail reauired traininq and education are

completed and they are available for conversion to

career-conditional appointments.

(5) Veterans Readjustment Appointees (VRA) and

Handicapped Program employees when all required training and
education are completed and they are available for non

competitive conversion to a career-conditional appointment.

(6) An individual either through a negotiated
grievance decision or administrative Procedures. appellate
decisions or EEO decisions (includinq proposed dispositions), as
well as written settlement acreements and which have the approval
of the appropriate local authority.

(7) Lareer prooram employees or those on formal
mobility aoreements within the component who were assigned to
+iif pre-identifieo ")ev or critical positions" at closina bases.
Ihis exceation aoolies to the tollow-on placement 0t such
employees a+ter the oase closes.

(U) berviced employees oa another component under a
cross-servicino anreement that orovioes under the merit promotion
plan tor consideration oa all emolovees within the serviced
oroanizations as an exceotion to f-riority , reoistrants.
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(9) Individuals who are returning from Bureau of
Employee Compensation (BEC) rolls to a position at a grade no
hioher than that held at the time of BEC eligibility.

÷. The change of an employee from part-time,
intermittent. seasonal, or on-call to a full-time schedule on the
oosition ot record may be effected.

a. A Nonaporopriated ý-und (NAF) employee who is
converted to appropriated tund status in the same job, i.e.,
"same desk" and work unit. may be converted without renard to PPP
restrictions. Ihis PPW exception does not apply when an employee
is moved trom a NAt- iob to a ditterent appropriated fund Job.

h. when no vacancy exists, employees may "swap"
treassionments, jo0s. within their components. Exception applies
across component lines when an employee eligible for optional or
oiscontinued service retirement who is located at an activity not
scheduled for closure °swans" Jobs with an employee (not eligible
+or retirement) located at an activity scheduled for closure.
Under OPM rules, employees who job swap into a closing base to
aet Uiscontinued Service Retirement (DSR) must be at that closing
base for at least one year to get DSR eligibility.

.The Zone Coordinator or the Regional Coordinator, under
delegated authority, may approve other promotions, reassignments,
and changes that are in keepinq with the spirit and intent of the
PPP and which are not Provided for elsewhere. Zone Coordinators
will delineate the types of situations which may be submitted for
consideration under this provision. When a timely exception is
requested, a reouisition is not to be submitted to the PPP
Automated STOPPER unless the exception is denied.

D. AUTOMATED STOPPER PROCEDURE

1. Requisitioning Procedure: A requisition must be
submittea to DDSC through the BBS or each position subject to
clearing through the Automated STOPPER. If a position does not
meet one o÷ the Exceptions listed in this chapter. the position
Is subiect to the Automated STOI-'PER and a requisition must be
submitted in accoroance witn the procedures in Chapter 10 of this
manual.

b•LELTION t-RUM IN-5(VICE REFERRAL LISTS OR OPM
LEXTIýhICATES: eqeuisitions +or Positions remain active until all
-rioritv 1 and 2 reoistrants are cleared and an in-service

reterrai list is issued. It selection is from an OPM certificate
or trom a list issued by an UPM belegated Examining Unit or lists
issued under an UPM Direct Hire Authority the vacant position
remains activo until commitment.
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a. When an in-service referral list is issued to a
selectino official. the requisition should be canceled using a
reterral code "F." This applies if the activity anticipates a
selection will be made from amono those federal 5ervice employee
elioibles who were within reach and initially referred to the
seiectino o+ficial. A selection must be made from the referral
ilst ourine its autnorized iife as established bv local merit
oromotion plan. iabor-manaoement aareement or component policy.
i+. at anv time. reterral elinibles other than those within reach
initiallv are reouired or desired, the Automated STOPPER
restrictions and procedures are again applicable to the position
and a new reouisition must be submitted.

b. When a referral list is issued to a selecting
official containing non-federal service candidates from an OPM
certificate. OPM Deleaated Examining Units or under OPM Direct
Hire Authority, the requisition is not cancelled until the
vacancy is committed.

3. POSITIONS WITH ADMINISTRATIVE OR STATUTORY OBLIGATIONS:
Positions which have administrative or statutory obligations,
such as those to which overseas employees have return rights,
will be cleared by requisitioning. If a match occurs and the
position being offered is obligated, the PPP reoistrant will be
fully advised of the circumstances, including the anticipated
return date o+ the former incumbent. Offers of positions to
which employees have return rights may be declined by registrants
without af+ectino their PPP reoistration eligibility. When the
CPO has been o++fciallV notified that the person to whom a
oosition is ooiinatec is returninq, such as when the overseas
tour is nearing comoletion, that position will not be matched.

4. -tMANEN' PAKT-1IME. INTERMITTENT. SEASONAL OR ON-CALL
•LIL•: •Part-time, intermittent. seasonal. or on-cail permanent
oositions wnicn are vacant or temoorarily incumoered will be
nFtcne( t"-o0,n t'- V-utomater4 STUPPER. Anv resumes of
eenistranrs outsice tne commutino area o+ the position, excent

tnose oa -A aaa •anai uommission emoiovees re+erren +or seasonal
•oos. wiil oe returnec unused to uDSC witn a Renort Action Code
2b. anc an exoianation ot tne nature o+ the -io (i.e.. oart-time.
intermittent. seasonal or on-call) and a statement that the
reoistrant is not in tne commutino area.

E. FILLING POSITIONS

1. US 1-4 CLERICAL AND ADMINISTRATIVE SUPPORT POSITIONS:
For positions at US-I, 2, 3. or 4. with occupational series
covered by OPM's X-118 Clerical and Administrative Support
Standard, a requisition must be submitted for the specific
series and option codes, if applicable, and the computer will
match automatically against the GS-300 special skill identifier.
The GS-2091, Sales Store Clerical, and GS-1702, E--ucation and
Training Technician/Aid, are not included under the GS-300
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soeclal skill identifier for PPP purposes: therefore, the

comp.uter will not reter such reoistrants in response to
reousitions tor these series.

2. Wb Z-4 wUSITIUNS: For oositions at orades WG-l, 2. 3, or
4, a requisition must be submitted +or the specific series. The
computer automatically refers reoistrants from both the WG-O0000
and the specific series. Resumes from both sources I upon
receipt, witll be meroeo in priority order and registrants made an
offer in accordance with normal priority procedures.

3. TRADES HELPER POSITIONS: For WG-5 Trades Helper
positions a requisition must be submitted. The computer
automatically refers registrants for both the WG-01111 and
specific series. Resumes from both sources must be merged in
priority order and offers made in normal priority order.

4. APPRENTICE POSITIONS: For Apprentice (WT) positions a
requisition will be submitted for the WT pay system, the
appropriate series and the Trainee (TRA) option code. No grade
or apprentice trainina step or level will be used with the
requisition. The computer automatically refers all matching WT
reoistrants. Upon receipt. of referral resumes, offers will be
made in priority order, without regard to the registrant's
trainina step or level. Apprentices placed through the PPP from
one activitv's apprentice program to another in the same trade
will be aiven full credit for applicable trainina requirements
that have been completed satisfactorily. Should apprentices be
oiacea in a di+ferent trade, the camnmna activity will assess
tneir education. trainina and experience to determine the
aporoorlatP trainino level.

n. etXLPTED 5ERViCE PUSITIONS: For Excepted Service
Dositions reaistrants must meet any special requirements and must
be advxseu tnat tne position is in the Excepted Service. A
0eclination will not terminate the registration unless the
current or last ion held bv tne registrant was in the Excepted
bervice.

b. LIVILIAN PERSONNEL AND ENGINEERING POSITIONS: For
positions in the GS-201, Civilian Personnel Specialist, and the
GS-801. Professional Enaineer, series, option codes are used to
describe specific series. For example, STB (staffing) describes
the GS-212 series, and CIB (civil) describes the GS-810 series.
(See Appendix D for other option codes in these series).
Requisitions for vacancies in the specific series, e.g., GS-212,
221, 230, 233, 235 or 810, 819, 830, 840, 850, 854, 855, 861, 893
or 896 will be automatically matched for both the specific series
and the GS-201 or 6S-801 series, respectively, with matching
options. Offers will be made in priority order.
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7. 6M POSITIONS: When requisitioning +or a GM position, use
the bS Pay system. Upon receipt oa referral resumes, only those
registrants *'ho indicated availability for GM on their
registration must be considered. A "G" or "B" in Item 27 of the
resume indicates availability for GM positions.

8. GS/GM SUPERVISORY POSITIONS: Offers for second and

higher level supervisory positions are not required unless the

registrant has previously successfully held a supervisory

position. However, registrants scheduled for separation whose
current Position is supervisory, as identified in the current
position title, must be made an offer even though Item 27 may not
reflect such availability. This does not prohibit the offering
of such positions if the qaining activity wishes.

9. OPTION CODES: The only option cotes authorized are those

contained in Appendix D. These codes must be included in the
requisition when required by the Position. The computer will
match option codes as follows:

a. A requisition with one option code will result in the
computer searcnino for vhe specific match as well as those
reoistrations +or the same series and orade having two option

codes. one 0+ which matches the Position. For example, a
position ot Firefighter, US-081-05. with a "Structural" (STE)
ootion also will DP matchen aoainst G5-081-05 registrants
retlectinq the STE option in combination with any other ootion

such as bTE ann Aib. "Airfield." Offers must be made in Priority
order.

ý. A requisition with two option codes will be matched

only aaainst registrations with preciselv those of the position.

c. For positions with more than two option codes and

positions with options other than those in Appendix D to this

manual, a requisition must be submitted with NO option codes.

10. TYPING OPTION CODE: Persons registered for skills with

the "Typing" (TYA) option will be referred automatically for the
same type position not requiring the TYA option. This procedure
is true only for positions involving the typing option.

11. SKILLS MISMATCH: When there is a series and grade match
and resumes are reterred, but there is an apparent mismatch of

skills, the oainina CPU should contact the appropriate Zone
Coordinator to determine whether an offer is required. If a
skills mismatch is not apparent, or the Zone Coordinator directs,
the gaining and reoister2nq LPOs will discuss the requirements of
the position and the quali•fications of the registrant(s) and

determine whether an otter is required.
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12. NON-PPP REFERRALS: In order to assure uniformity of
consideration for displaced employees by DoD activities, the PPP
will be utilized. Manual referral procedures are not authorized.
Activities may consider other displaced persons who are not
registered in the PPP on)y when authorized by other provisions of
this manual or by special permission from the Zone Coordinator.

13. OVERSEAS POSITIONS SERVICED BY CPOs IN THE UNITED STATES:
Civilian personnel offices in the United States which recruit and
select for positions in +orelan areas will requisition as
+allows:

a. For Positions that are co-located at coded overseas
activities, the requisition will include the activity code of the
overseas activity.

b. For Positions that are not co-located at coded
overseas activities. tne requisition will include the activity
code ao the nearest coded activity within the country. An
activitv code mas Deen estaoiisne for each country that is known

.to nave DoD emolovees within the country (Ref. DoD 1400.20-2-M
tor cooes).

c. Hequisitions will be submitted initially when
recruitment Deoans and remain active until filled or other
appropriate action warrants removal of the position from PPP
consideration.

14. OVERSEAS CPOs: DoD activities in foreign areas will
continue to receive a hard copy Stopper List with resumes
attached until communications make it possible to complete all
processing through the BBS. Until such time, these activities
must continue to clear the Stopper List for each position unless
an authorized exception applies.

15. RECONSTRUCTION ACTIONS: I+ at any time during or after
completion of the recruiting cycle an activity discovers a
position was not properly cleared as required, reconstruction
must be requested and corrective action taken as appropriate. To
request reconstruction, telephone the servicing staffing
soecialist at DDSL and provide the followinq information:

a. Date SF-52, or equivalent, received in the Staffing
&ranch or A+ffrmative Emplovment Division. etc.

b. Date recruitment beoan.

c. I1 tilled, e++ective date ot action; otherwise the
date an in-service list was issued or the date of commitment to a
canoicate +rom anothnr source.
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d. Pay group, series, grade and option code, if any.

e. Permanent or temporary position.

+. Requisitioning activity code.

a. Vacancy location.

n. It previously requisitioned, the control number used.

1. Name o0 caller.

1. Phone numner.

uDbC will reconstruct the action to determine it a reoistrant
misseo proper consideration. Tne results of the reconstruction
will be sent to the activity with a copy to the appropriate Zone

Coordinator. When tne reconstruction shows a registrant missed
proper consideration, the activity must contact the Zone
Coordinator to determine whether corrective action is required.
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CHAPTER 10

AUTOMATED STOPPER AND REFERRAL SYSTEM (ASARS)
REQUISITIONING PROCEDURES

A. INTRODUCTION

i. The Automated STOPPER and Referral System (ASARS) is used
by Doui "A" codeo activities to request matching and referral
throuao the Automated bTOPPER or the Automated Referral.

a. ine Automatec STOPPER is used ov DoD "A" coded
activities to matcn nositions whicn are subject to clearinq under
tnt' Jou Prooram tor tre btabilitv of Civilian Employment. To
Snit~tp tile matcnin7 oroces. actions are "entered" into the
'=VStPm with a '-enuLsition. Inese requisitions, whzch remain in
tllf.-• 1 vSt9 u'zI tne nositlnns are no lonner subject to the
•utrr~aten :-tJO',-;K. qenerate resumes of matchinq priority

r =cJ7rPrs$. -'i icFc ntr; Llnr.Pe the Automated STUPPER are
man'arorv. - tciepc coverino the Automated STUPHER are contained
ir- t'i•-' rtt,-: ir tanter 4 Arid the anoenai-ces that cover other
oiacem.rnr oroorams.

2. r-e 4eijtomatea Keferral may be used by UoL) "A" coded
activities to requisitlon for voluntary referrals of individuals
reaistered in the ve+ense Uutplacement Referral System (DURS). to
incLude reoistrants available for positions stateside and
overseas. Placements under the Automated Referral are voluntary.
HowevEr-. selection commitments resultina from the Automated
HefE'rral may be made only while the Automated STOPPER is clear,
i.e.. nn resumes on hand which block the action at the point of
commitment. Policies covering DORS are contained in Appendix L
of this fnanual.

2. Automated STOPPER and Automated Referral transactions
are orocessed throuqh the Bulletin Board System (BBS). Although
the automated system is the same, the policies and requirements
under ASARS +or the Automated STOPPER and the Automated Referral
are separate and distinct. Procedures for operation of the
Automated STOPPER are in paragraph B below; procedures +or the
Automated Re+erral neICn at ParaoraDn C of this chapter.

B. THE AUTOMATED STOPPER

i. rocedures -or ',<equisit onino

.. ,ýeouisirions for onsitions subiect to the Automated
0'týt rn'l-- -ý stwpttýec tn tne Oe-pns- £)ata buonort iuenter

' tL l tnrouch tn- -VS iron !e-eieot in tile btaftina Ijtfice of a
•'u?•'=•-,I- i-'-c,o-,vi oction o.+-- or -quivaient request) or
W)7"n rPCrultTent ,Qinminý on the basis of an anticipated request.
ceaui7,ti-ns rec-ived ov 14--0 nou-i EbI/V'3 are processed so that
Matched rePerr,±i resumes or "unmatrhed" notifications are

m m ('-1
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available the following day. CPO's must sign on to the BBS each
workday to check for resumes and see if any messages are
available through E Mail. Unce a reQuisition is submitted under
the Automated STOPPER, it remains active until closed by the
reguisitionina activity or DVSL.

a. 1o reaulsition. activities complete a Hosition
"PotLisitirnn/Lont---)l t-ormat tcoov at Fioure 10-1) and sunmit it
tnrouan tne lL4S. Cooino Instructions +or the f-ositIon

•au~lilrn/•.c0tro •t-ormat ar- as +ollows:

'1 ; •nui ti• Io4-onntrol Number

', Activities* ShOUlD tise a localiv developed
nUrnrr Mn ioert1-V -acr) incliviutal requlsition. Tne numberino

Fvstem -ised may consist oi- Ploha or nuimerics or a combination of
Otn. DbUt maV nnt e>:ceac seven characters. ý DIFFERENT CONTROL

140MBEH ML'UbtF Bi-. fA NED Ti) t•AuH T HREUISITION. Duplicate control
numoers will he rejected by the computer and a rejection notice
wiil be sent to the reouisitionina activitv the +ollowinq day
tnrouan the B8-.

(b) Alaska, Hawaii. Puerto Rico - Activities in
Alaska, Hawaii and Puerto Rico and other activities who
requisition to fill positions in Alaska, Hawaii, and Puerto Rico
who anticipate filling their vacancy from within the specific
state/commonwealth, must enter a pound sign (W) in the first
space of the requisition control number. This will provide only
those registrants who have an entry in Item 46 of the
Reoistration/ File Maintenance Format (i.e.. those that last
resided in the specific state/commonwealth prior to an overseas
assignment: nave return rights to. or are presently or were last
employed in the specific state/commonwealth: and (if Priority 3
resumes are reauested) family members registered in: Program "A"
(Nondisplaced Uverseas Family Member): Proqram "S" (Military
Spouse Pre+erencp Proaram): or Program "F" (Army Family Member
Froaram), whose sponsors are relocatina to the sDecIfic
stat,/commonwmaI tP.

I. 4+ it is anticipated that the vacancy
wxii be ÷illeo trom outside the speci÷ic state/commonwealth. a

bound sian #) s0nt.i not ae used as Dart of the reouisition
cnntrn.4 number.

Z Kequ1.•t1 io ngq _ Activitv - Enter the
-enuislroinina activitV s "A" code +rom DoLV Manual 1400.20-2-M.

S' an incnrroc- Cone 1', Ucsef. thl computer wili relect the
re•uli si ti on.

10-2
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(3) Lomoonent Code - Enter the code +rom Appendix C
a+ tne comoonent where the vacancy is located. This does not
nave to ne the same comnonent as that ot tre requisitionina

activitv.

t41 Number 0+ Vacancies - Enter the number o+
voranclp's. it tfm retliUSxtzOn is tor more than one vacancy, the

-OI-LOnS M~US7 nf iý t IcaI. i.P.. same DaY arouD. series. arade.
ootions (I+ any). and dtitv location. Unce a reouisition is
stnmitte•. tne numner oa vacanries may be increased as lona as
the vacancies added are identical to those covered by the
oriainal reouiCit1or (see Daranraph B-d4) below). I+ additional
vacancies are added, there must be an audit trail to show the
cate tnr increase occurred. The day followino submission of an
increase in vacancies throuah the UBS, there will be a report
available +or downloading snowina the change in the requisition.
Tnis report must be retained +or audit trail purposes.

(b) Pay broup. Series, Grade

(a) Pay broup - Enter the appropriate pay group
(i.e., 6S, Wft, WS, WL, WT, etc) for the vacancy. GM is the only
nay system that may NOT be used. For GM positions, enter GS.

(0) Series - Enter the appropriate series for
the vacancv. DU NUI enter soecial skills identifiers, e.g.
bb-300. Wb-00000, and WU-01111. Enter the specific series of the
vacancy anU the comnuter will match both the specific series and
the aooropriate special skill identifier.

(c) bradp - Enter the arade of the vacancy
usinc; "'. it les than 10. e.g., 01. 02, 03. etc. I+
renuisirionino to till a Worker trainee (WT) Aoorentice oositaon.
-Pavfe thesam mnace-, rýiak

%b) uOt:ons - tnter the aoorooriate notion code(s).
it anv. trom ADDPon0lY D.

'/) )•mote _4ctiv)t - Lomolete this block only when
a reruisition iý submittpd +or a position at a location other
t"an the cnmmutinv arrn at+ tng reoUisitioninq activity. I+ the
position is at a site, outside the commuting area of the
reguisitionina activitv. that has been assiqned an activitv code.
that code should be entered in these spaces. I+ the position is
at a site OutlSiP the commuting area o+ the requisitioning
activity that does not have its own activity code, use the code
o+ an activity in that commutino area, i+ available. When there
is more than one coded activity in the commuting area o+ the
remote site, use the code o+ an activity from the same component,
i+ available, e.o., Army to Army. If there is no activity code
from the same component. the DoD activity code o+ the activity
having the most reauirements +or that particular series (as
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oeterminec ov tne bKiiis index in .oL 14QU.ZQ--Z-D wili ne used.
It an activity code is entered in these spaces, the S-ate Code
must be Iett blank.

(b) Remote State/Country Code

(a) Enter a State Code from Appendix C when the
requisition is +or a vacancy which is located at a non-coded
remote site (including Alaska. Hawaii andr Puerto Rico). outside
the state o+ the requisitioninq activitv and is not within the
commutina area o+ a DoD coded activity. Enter the code for the
state where the position is located. Ji the requisition is +or a
vacancv located at a non-codeo remote site in the same state as
the requisitioning activity and there is no DoD coded activity
within the commutina area oa tha vacancy, leave the State Code
blank. The computer will automatically match the requisition
aoainst the state o+ the requisitioninc activity.

tb) Country - Leave blank. Country Codes are
not used with the Automated STOPPER.

(9p keferrai/Aiter/Gancel Codo

tap Referral Codes are entered only on an
_nitial requisltion in accordance with oaraoraohl B3b below. A

reierra! cooe adsionates mne tvoe o+ reaostrants to oe reterred.

to) Alter/Lancel Codes are entered on
requisitions already suomitted in accordance with oaraoraoh 03d
below. An Alter/Cancel Loce chances a requisition wnzcn has
already neen sunmitteo ano is stiil active in the system.

(10) Temporary Univ - Enter a "VY" when the
reauisition is +or a temoorarv action (i.e.. temporary position
or temporary personnel action). The requisitioning activity will
receive re+erral resumes only +or those wno have indicated
availability for temporary positions. If the requisition is not
for a temporary action, leave blank. See Chapter 4 of this
manual for temporary policy.

(11) One Time Clearing - Enter a "Y" for positions
wnicn require one-time matchina with no subsequent matching. All
available Priority I (PI). Priority 2 (P2) and, if requested.
Priority 3 (P3) resumes will be referred. The requisition is
then automatically cancelled by the computer. This code is
aporopriate +or positions to be filled immediately such as
extensions ot temporary appointments or when the activity is
prepared to issue an inservice referral list from an open
continuous announcement Upon receipt of the reouest for nersonnel
action. Misuse o+ this code may result in prooram violation and
airected placement action.

10-4
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2. Matchina and Referral

a. Requisitions submitted to clear the Automated STOPPER
will be matcned aqainst active registrants, based on the specific
pay group, series, orade, options (if any), location and the
limitation o+ the referral code used.

b. 1+ there is a match, resumes will be referred through
the BBS. If the number of resumes referred does not equal the
number of vacancies shown on the requisition, the matching
process will automatically continue in each night's cycle until
the number o+ resumes referred equals or surpasses the number of
vacancies or until the requisition is cancelled. On initial
requisition. the followina process will be in effect:

NO RESUMES REFERRED - daily matching until resumes are issued
or requisition is closed.

ONLY PRIORITY 1 (P1) - requisition remains active but on "hold"
RESUMES REFERRED +or 14 calendar days or until all

resumes are cleared by report action.

ONLY PRIORITY 2 (P2) - Peouuiition remains active but on "hold"
HESJMES REFERRED +or 14 calendar days or until all

restimps are ciearpd by reoort action.

UNLY PRIORITY ' (P3) - daily matcnino until P1 or RZ resumes
RESUMES REFERHED are rpferred (in which case. see -'1/P2

above) or. i÷ no Pl/P2's are referred,
until the requisition is closed.

ONLY P1 AND P2 - requisition remains active but on
RESUMES REFERRED "hold" for 14 calendar days or until

all resumes are cleared by report
action.

P1, P2. AND P3 - requisition remains active but on
RESUMES REFERRED "hold" for 14 calendar days or until

all P1 and P2 resumes are cleared by
report action.

c. Daily matching continues until the total number of P1
and V2 referrals equals the number of vacancies entered on the
reoui sit Lon.
Lxampie: A requisition for 3 vacancies is submitted at noon on
Monday. Inis starts a 14-day cycle. On Tuesday morning, the
activity checks the BBS and receives Y resumes (i-Pl: 1-P2; and
7-e3"s). bince only 2 I1/P2 resumes were initially referred and
tne reouisition is for -% vacancies, the computer continues to
matcri the reauisition on a dailV basis until a total of 3 or more
•-i-'. resumes are re+erred, at which time tne requisition is

olar-p-i on "hold".
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0. If, based on the submission of report actions, the
total number o+ outstanding PI/P2 referrals falls below the total
number o+ vacancies, daily matchinn will again occur. As long as
outstandina P1 or P2 resumes equal the number of vacancies, no
new referrals will be issued until 14 calendar days pass from
initial requisition. At this time, the computer will
automatically match and refer new P1 and P2 resumes. However,
once a P3 resume is issued, no new P3 registrants will be
referred until the 14-day recycle. If the total number of all
resumes referred reaches or surpasses 2b. no new P3 resumes will
be referred.
Examnle: 9 resumes (I-Pl's: 1-P2; and 5-P3"s) are initially
re+erred tar a requisition +or 4 vacancies. Since the number of
P1I/w2 resumes eouaIA the number of vacancies, the requisition is
out on "hold". Four days nefore the 14-day recycle, the activity
sunmit- report action,-; to clear 2 ot the P1 reglstrants (both
reporteo not 0ua11+1e0 per releasina L;I'U). rhere are now only 2
outstanqinv M-lt,' resumes, which if less than the number o+
vacancies (4). !-re comouter automaticaliy beamns daily matchina.
iwo new •-*.' are re-trrer? tmn next day. The reouismtion is
avain olacea on "hold". IMe recuisition then recycles on the
fourteenth day. No new ' ar- referred unless tne number o+
outstanaino referrals tails oelow the number of vacancies.

e. tverv 14 calendar days reouisitions recycle
reaardless of the number o+ resumes which have already been
received and aki new P1 and P2 reoistrants are referred. P3
resumes are referred only it the total number of outstanding
re+errals (no qaining report action submitted) is less than 25.

f. Requisitions through the Automated STOPPER (except
those coded with "Une Time Clearinq" on the Position
Reouisition/Control Format) remain active until cancelled by the
requisitionina CPU or DDSC.

q. Policies on how to "work" resumes received through
the Automated STOPPER are in paragraph 81 of Chapter 4; Chapter
ý?jand Appendix I.

5. Referral/Alter/Cancel Codes

a. A Referral Code must be used for every requisition.
[me reterral code designates the type o+ reoistrants to be
referred based on how the uPO anticioates filling the position.
Alter/ Cancel Godes are usev to alter or cancel active
renuisitions. 1hese rodes are explained below.
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D. evTerrai Uode - H keterral Lode is used to indicate
tne type ot referrals needed for each requisition. To determine
the aDnropriate reierra! code. the activity must first determine
how tneV anticipate tilling the position. (For example, if it is
anticioated that the Position will be filled through merit
promotion, a re+erral code "S" (see Para B3b(4) below) should be
used to collect P1/P2 registrants as well as P3 military spouses:
i+ the vacancy is +or a temporary position which is anticipated
to be tilled +rom outside the component, a referral code "A" (see
paragrapi• 3b(1) below) should be used and a "Y" placed in the
lemporary Uniy block o+ the Position Requisition/Control Format.)
Care must be used when selecting a referral code since an
inaonroDriate choice may result in failure to properly consider a
priority r-egistrant. This could result in a program violation
which requires corrective action by the Lone Coordinator. I+
there is a question on what code to use, contact the Lone
Loordinator's UL-ice or DOSL +or assistance. Only one referral
codp cAn be useo tor each requisition: it may not be chanoed
CLurine the liI-= ot the requisition. Lrroneous referral codes
reauire canceilation and resuomission of the requisition and/or
reconstructior ot tne action. Lnter one ao the following
i-(e+÷?rra.i Wdes ior each requisition submitted through the
AL~tMnMAted cIL9't

ti) He+erral Gode "A' - Use this code to receive
Priori-v I. e. Arlo .I% I'uS Keemoloyment Priority List (RPL)
recr-'m. i•'•'. c•, e i'F1 anoropriate i÷ pianninq to +ill a
position -rom outside the comoonent.

IL'• rieerrai Lode "'°P - use this code to receive
--rioritv i and 2 rea•strants only. this code is appropriate i+
oianr, .- to +Ill oosition witnin the component, by other than
comoetitive Promotion action.

(S) Keferral Code "M" - Use this code if +illing a
Neserve/National Liuard fechnician position. Ihis code will refer
all trioritv 1. 2, and : who have indicated an availability for
reserve/ national guard technician positions.

(4- He+erral Code "S" - Use this code to receive
Priority 1, 2 and military spouse Priority 3 registrants. This
code is aopropriate it planning to fill a position through
competitive procedures.

(b) Referral Code "U" - Use this code to receive
Priority 1. 2, S. KPL, and OURS registrants. This code is
aDoroDriate +or haro-to--ill Positions and may only be used when
ciparina oositions Located in the bO states.

I -
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c. Uverdue Requisition Notice - Reaulsitionlino

activities will be sent overdue notices throuot the Hbb 60 days
a*ter a reauisitior is submittet if there are outstanainf resumes
or if tr'e -oeuisition ilas not Oeen rlosed. This notice will

nrovifie oertinent in+ormation about tnp reauisition and exolain
tnat acticn is refluired to extend or cancel the reauisition. If

nn actinn is tal.er witnin tnp next •.) davs to extend or cancel
rnte reou35-it-1on. -he comouter will automaticaliv cancel the

reLuisit-on. Hnv reauiition Which is cancellec by the activitv
or comouter wiii resuir in a "b notice to the activity the
toliOWlq•r t.!a.kV

d. Alter/Lancel Lode - the Alter/Lancel Codes listed

below are used to chanae the number o+ vacancies indicated on an
active reoulsition. or to extend or cancel a requisition. To
accomplish one of these actions, a Position Requisition/Control
Format must be comoleted and submitted throuqh the BBS, with the
appropriate alter/cancel code, the original requisition control
number and the requisitioninq activity code. The following 5
codes are the only codes that may be used to alter or cancel an
active requisition.

(1) Alter/Cancel Code "F" - Use this code it the

position has been tilled or an inservice re+erral list has been
issued. This code will terminate the matchino orocess and cancel
the requisition.

(2) Alter/Cancel Code "N" - Use this code if one of

the followino occurs (NOTE: This code will aenerate a report to

the Lone Coordinator's of+ice on those actions which aopear
aupstionale)-.

a. the oosition is not aoinn to be tilled.

Return outstandino resumes witn the appropriate reoort action

cone ann a narrative exnianation for those returned with a reoort
action of 26. 2/ or 46.

7. ine reauisition contained incorrect data

•:.e.. wronO series. orane. etc). It no morr Lhan 3 workdays
nave DasseU since tni reouisition was submitted. it may oe
cancelled wirt a rode -N-. It is also necessarv to submit a
reoort action "4." with the appropriate exolanation to clear
outstandina resumes (ret Chapter 11 at this manual). A NEW
reouisition must then be submitteo with the correct information.
However, if more than 3 workdays have passed, the requisition
must be cancelled. report actions submitted and a reconstruction
requested +rom OUSU.

(3) Alter/Cancel Code "C" - Use this code if you

want a requisition, which has been on file for 60-90 days, to
remain active. This code will extend the matchinq and referral
process tor an additional 60 days.

10--8
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(4? Ait-r/Lancal Lode '" - Use this code to
increa=P tOe number of vacancies on an active requisition. I+
zoe numniy#,~ o- vacAncie-. are Increased. a new 60-dav oeriod
oclins. When this rode is Used the block for the number of

vacancies on the '-rsition_ eouisition/Lontrol Format must also be
compieteo: and comolete audit trail documentation must be kept on
each individual position. NUIE: Unce a requisition is
submitted, the number o+ vacancies may NOT be decreased by use of
an alter/cancel code. Tne only time the number of vacancies on
an active requisition are decreased is when resumes are returned
witn report action code "14" which shows a placement has been
made aqainst one of the positions. The computer then "decreases"
the number a+ vacancies automatically.

(5) Alter/Cancel Code "K" - Use this code if you
want to cancel a requisition when NO resumes have been referred.
This code may be used only when the requisition is unmatched, no
referrals have been issued. and an action has occurred which no
londer makes the position subject to the Automated STOPPER (i.e.,
the oosition has been committed: an inservice referral list
issueo. etc.).

4. Inactive Keouisitions

a. A requisition will be cancelled by the computer
anyvimp a rpouisitionino activity:

$i) bubmits a referral code "F". "K" or "N". Use of
inesp code% reouire-', cmniete audit trail documentation.

;e) bLl)m1.s reoort action code "14" (Placement at
TOn. ac•ivitvp. ,n tnp numobr i- resumes which eoual the number
ot vararies. :-or examole. the comouter will automatically
cance -a recuisition %UDmItte(e tor .' vacancies when 2 resumes are
returned with a reoorT action code"14". When this occurs, all
other outstandino re+erral resumes received aqainst the
requisition must be returned with the aoorooriate report action
COCIRo

(3) Fails to extend a requisition within 90 calendar
days of the initial request.

b. Uuality t;ontrol - A complete audit trail must be
maintained +or each position which is subject to the Automated
STOPPER.

6. Error Reports - The day after a requisition is submitted,
there should be a response on the BBS. If the requisition is
matcned, resumes will be available. If the requisition is
unmatched, there will be a reoort documentino the results.
However, it there is a problem with the data submitted, the

1 0-•,
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computer will Oenerate an error reDort which explains the Problem
and notifies the actlvitV to correct and resubmit t-e
requisition. 'luestions on error reports should be directed to
DLJ5i.

7. Reconstruction - If at any time during or after
completion 09 the recruiting cycle an activity discovers they
failed to properly clear a position throuqh the Automated
STOPPER, a reconstruction action must be requested in accordance
with procedures contained in Chapter 4 of this manual.

C. THE AUTOMATED REFERRAL

i. The voluntary Automated Referral may be used at anytime.
However. selection commitments for individuals referred through
the Automated Referral may only be made while the Automated
STOPPER is clear, i.e., a requisition +or the position to be
filled has been submitted to the Automated STOPPER but no resumes
are on hand wnich block the action at the point o+ commitment.

2. eaOuisitiOn- suom~tterý 1v voL -A- cooen activities to the

Automated e-eferrai will op matched aaainst active renistrants in
t • r -.÷'ci-'ment ,e-errai bvstem ýrjRkb. vasen on tne

•oeritic nav or-ouo. •erie-. oraoe. option code(s. it any. anC

i0cAtlan. Jil-ere'- -eterr.P LoC, el are UseC neoencen- on whefzetfr
rn--e *osijrnn is jocapa c rar=de or nveprsea-.

.t tne f-•tccazec; keferrai are ma t-ec one
time anainst Pctivf ; reoistrants: the comouter then
automa.t=a:±v CA'C- t-ie reo!sition. I1 tnere is a matcr.
resumes a-e rpeer-sýd ýMe tolinwincn nav tmrouan the bBS.

4. -ýequisitiiornn ý-roceoures: To receive referrais throunh

tne Automated Ne+erral. submit a Position Recuisition/Controi
Format throuah the 1'S in accordance with instructions contained
in paraaraoh lbi above with the 1ollowinn modifications:

a. t-<emote Activity - Leave blank.

b. Remote State/Gountry Code - Enter either a state or
country code. if appropriate., otherwise, leave blank.

(1. Use a State Code from Appendix C if the position

is located outside the state of the requisitioning activity. If
the position is in the same state, leave blank: the computer will
automatically match the state of the requisitioning activity.
When a state code is used. a "Z" MUST be entered in the Referral
Lode block.

1Z) Use a Country Lode from Apoendix C if the

position is oversea,. when a country code is used, a "B" must be
-ntered in the Referrai Lode block.
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C. Referral/Alter/Cancel Code

(1) Referral Code "Z" - Use Referral Code "Z" to
receive DORS registrants for positions located in the United
States and Puerto Rico.

(2) Referral Code "B" - Use Referral Code "B" to
recpive OURS registrants far positions located overseas.

N(Jlt: See paragraph C1 above on the requirement to clear
positions throunh the Automated STOPPER prior to making a
setection commitment to any individual referred through the
Automaten PKeterrai.

a-% kitpr/Uancel todes are NUT used with the
AutonMaten erra.

d. •ne (ime .-i•arin - ihis code Is NOT used with the

M4t'-t'mnatea ,"•etrral • •e everv reouisition is matched only one
timc anrc tner, aLtomaticaIiv canceiien bv the comouter.

D. tieonrr Acrions

a. Hequisitionina/bainino Activities nave no reoortina
rpaui rement.

b. Heoisterino/Heleasing Activities must submit report
actions in accordance with Chapter 11 of this manual with the
+oitowinn eyception: Report Action Code "02" (Declination of
ti+ter) does not remove a OURS registrant +ram the "Z" program
(Actions 0W through iZ DO remove reoistrants from DORS).

6. Ouality Control - There is no requirement to maintain an
audit trail on requisitions submitted through the Automated
Referral.

S

10--Il



POSITION REQUISITION/CONTROL FORMAT

REQUISITION CONTROL NUMBER ....... I H I I I I II

REQUISITIONING ACTIVITY ................ =IL[]

COMPONENT CODE ................................ 0

NUMBER OF VACANCIES ........................ M-

PAY GROUP, SERIES, GRADE ... [] I]] m

OPTIONS ........................... E W [LM

REMOTE ACTIVITY ........................

REMOTE STATE / COUNTRY CODE ................

REFERRAL/ALTER/CANCEL CODE ...................

TEMPORARY ONLY ................................

ONE-TIME CLEARING ............................

MAY BE REPRODUCED LOCALLY

Figure 10-1



_LEGEND FOR ZONE REGION AND STATE CODES

21 -ZONE 1 GA - Georgia SL - ST LOUIS REG
KY - Kentucky

BN - BOSTON REG MS - Mississippi IA - Iowa
NC - North Carolina KS - Kansas

CT - Connecticut SC - South Carolina MO - Missouri
ME - Maine TN - Tennessee NE - Nebraska
MA - Massachusetts RQ - * Puerto Rico
NH - New Hampshire 4 - ZONE 4
RI - Rhode Island DA - DALLAS REG

VT - Vermont DE - DENVER REG
AR - Arkansas

NY - NEW YORK REG LA - Louisiana CO - Colorado
NM - New Mexico MT - Montana

NJ - New Jersey OK - Oklahoma ND - North Dakota
NY - New York TX - Texas SD - South Dakota

UT - Utah
PH - PHILADELPHIA REG WY - Wyoming

DE - Delawarer SF - SAN FRANCISCO REG
MD - Maryland 1 3 -ZONE 3
PA - Pennsylvania L AZ - Arizona
VA - Virginia CH - CHICAGO REG CA - California
WV - West Virginia HI - * Hawaii
D7 C - Dist. of Columbia IL Illinois NV - Nevada

IN - Indiana
2 -ZONE 2 I MI -Michigan SE - SEATTLE REG

MN - Minnesota
AT - ATLANTA REG OH - Ohio AK - * Alaska

WI - Wisconsin ID - Idaho
AL - Alabama OR - Oregon
FL - Florida WA - Washington

* These areas must be selected individually (HI,AK,RQ)
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COUNTRY LEGEND

AK - Alaska GQ - Guam NO - Norway
AR - Argentina GT - Guatemala OK - Okinawa
AS - Australia HI - Hawaii MU - Oman
AZ - Azores HO - Honduras PK - Pakistan
BA - Bahrain HK - Hong Kong PM - Panama
BE - Belgium IC - Iceland PA - Paraquay
BD - Bermuda ID - Indonesia PE - Peru
BL - Bolivia IR - Iran RP - Philippines
BR - Brazil IZ - Iraq P0 - Portugal
BM - Burma IS - Israel RQ - Puerto Rico
CA - Canada IT - Italy SA - Saudi Arabia
PQ - Canal Zone JA - Japan SN - Singapore
CI - Chile JO - Jordan SO - Somalia
CH - China CB - Kampuchea SD - Scotland
CO - Columbia KE - Kenya SP - Spain
CS - Costa Rica KS - Korea SU - Sudan
CR - Crete KU - Kuwait TW - Taiwan
CU - Cuba LB - Labrador TH - Thailand
DA - Denmark LA - Laos TD - Trinadad
DG - Diego Garcia LE - Lebanon TS - Tunisia
DR - Dominican Rep LY - Libya TU - Turkey
EC - Ecuador MY - Malaysia TC - United Arab Emir
EG - Eqypt CQ - Mariana Islands UK - United Kingdom
ES - El Salvador MX - Mexico UY - Uruguay
UK - England MQ - Midway Island VE - Venezuela
ET - Ethiopia MO - Morocco VM - Vietnam
FR - France NL - Netherlands VQ - Virgin Islands
GM - Germany NA - Nether Antilles YS - Yemen
GR - Greece NW - Newfoundland CG - Zaire
GL - Greenland NU - Nicaragua

C-It



NON-DOD FEDERAL AGENCY CODES
RELEASING REPORT ACTIONS

Department / Aaency Codes

Atomic Energv Commission AE

Dept of Aariculture AG
Soil Conservation Service SC
Forest Service FS

Dept of Commerce CM
Dept of Education ED
Dept of Energy DN

Bonneville Power Administration BA
Dept of Health and Human Services HE

National Institute of Health NI
Social Security Administration SA

Dept of Housina and Urban Development HU
Dept of Interior IN

National Park Service NF
Bureau of Indian Affairs BI
Bureau of Land Management BL

Dept of Justice DJ
Bureau of Frisons BF
Federal Bureau of Investigation F9
Immigration and Naturalization Service IM

Dept of Labor DL
Dept of State ST
Dept of Transportation TD

Federal Aviation Administr..tion FA
Federal Highway Administration FH
U.S. Coast Guard CG

Dept of Treasury TP
Internal Revenue Service IR
U.S. Customs Service CY

U.S. Mint MT
Dept of Veterans Affairs (formerly Veterans Admin) vf
Equal Employment Opportunity Commission EC,
Fed Communications Commission FC
Fed Deposit Insurance Corporation FD
Fed Trade Commission FT
General Accounting Office LG
General Services Administration GS
Government Printing Office LF
Interstate Commerce Commission IC
Library of Congress Lr
National Aeronautics and Space Administration N!

National Labor ,i.lations Board NL
Office of Economic Ooportunitv 'ThE
Office of Personnel Management cc

Fostal Service F'

Selective Service Svstem
Small Business Administration S1-
Tennessee Valley Authority
U.S. Information Agency
Other Federal Aaencv

C-1l
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APPENDIX L

DEFENSE OUTPLACEMENT REFERRAL SYSTEM (DORS)

(PROGRAM Z)

A. INTRODUCTION

1. ihe Defense Uutolacement Referral System (DORS) is an
automated referral system established through a cooperative
ef+ort between the Department of Defense (DoD) and the Office of
Personnel Manapement (WPM). DORS provides referral of DoD
employees and their spouses to DoD activities, non DoD Federal
aqencies. state and local oovernments, not for profit
oroanizations. and the private sector, includinq state and local
oovernments, in the United States and overseas.

2. Reqistration and placement through DORS is strictly
voluntarv tor path tne reoistrant and the potential employer.
DORS snould not oe contused with the mandatory provisions of
tne IJoU e-ioritv wlacement tiroaram (PPP).

8. COVERAGE

inis appendix contains Dolicv and procedures for the
rpoistration anc r eerrai n.t current civilian DoD appropriated
-unt emniovpes ant tneir soouses.

Z. fnts aopendix does not cover nonapproDriated tuna (NAF)
emolovees and their spouses or militarv members and their
SDouses.

a. UoU nonappropriated tuna (NAF) employees and their
sauqse reoister in OURS in accordance with the NAF Policy and
Procedures Luide which is available through the Defense Data
buDoort Lenter (DSV;) in Dayton, Uhio.

b. Military members and their spouses register in DORS
through tneir local rransition Assistance or Family Support
Offxce, where procedural guidance is available.

C. REGISTRATION POLICY

-. Eligibility

a. Jo be elioible to register, an individual must be:

kl) a current civilian UoD employee: or

(Z) a spouse o+ a current civilian Do) employee, as
Iono as tne uoU emolovpe is renistered in DUNS or the DoD PPP.

0
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b. Additionally, a registrant must:

(1) be a U.s. citizen or a non-U.S. citizen who
currently occupies an excepted service position.

(2) have satisfactory performance and conduct: and

(3) be Qualified and available +or positions for
which realstered.

2. Registration through Programs "Z" or "A".

a. Reaistration in DURS is through either the "A"
Drooram or "L" orooram: nowever an emplovee may NUl be in both
proarams at the -ame time.

0. =11oii0e a)oO emolovees mav simultaneously be in the
"..I D ro m ý-nC anv otner Droaram under the 0oL Stability o+
Livilian Emoiovment. exc-ept the ?rioritv Placement "A" Program.

c. Dol) emolovees are ineliOible +or "." orooram
reoistration :- thev arp mandatorv reoistrants in PPH: however.
tnev may register in DORS as explained in paraotaoh L2d below.

d. An emplovee reoistered in the "A." proaram may S
register in DURS by indicating availability for other Federal
agencies and/or private industry in Items 29 and 57,
respectively, oa the Registration/File Maintenance Format. When
registration for D(Jt• is accomplished through the "A" program.
the skills, grades, and area of referral for DoD activities and
non Dol) Federal agencies must be in accordance with PPP policy.
However, an individual may retain an expanded qeographical area
of referral for private industrv and may register for referral to
overseas DOD activities by entering country codes in Item bb. In
this case, when re+erred to overseas activities, the registrant
will NUI be referred as a priority candidate but only as a DORS
reterral.

e. Employees who are registered in the "Z" proaram who
become elioible tor PPP ("A" proaram) registration, mav have
their registration moved trom one proaram to the other through
the b. using the DDSL "Automation buide" procedures. In
accordance with these instructions, the "Z" oroaram registration
wili automaticallv be dropoed by LDSL unon submission oa an "A"
3rooram reaistration.

N4UTE: when an Pmolovee is moved trom the "'" to "A" proQram
under t1ise brncer:ures. a compiete review must be dnne oa all
nata ejiments to assure that the registration comolies with VPP
DOlICV a!;, ornce(1uren ýi.e.. nuaLitiictions. Skills, grades, area
a+ reterral. Ptc.)
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D. REGISTRATION - The following applies to "Z" program
registration only:

1. Series - individuals may be registered for up to tive
skills and must be oualified based on education and experience.
1-inal oualitication and aopointabilitv determination are the
resoonsibility of the nainino CPU.

a. the n:-nest qrace +or wnich elioible to reoister:

,:- p- cutrrent emnioyees on permanent appointments-
no~ nion~- tn~n cur~renlt np'manent arade.

or empies on temporary appointments with
prior I-ederal service Or_ soouses with prior 1-enerai service -
iast permanent arade nei.

•o) tor registrants witnout status or with no prior
Federal service - hiohest arade tor which eligible based on X-118
or X--11tC oualitication standards.

0. in all cases, the lowest grade for registration
purposes is the lowest grade for which the registrant will accept
an o++er. but not to exceed 6 grades below the high grade for
which elilible/ reoistered. 1f registerina +or different pay
plans, each Pay plan is treated separately, for example:

U) 1i Mich arade tor which registered is GS-11, may
renister as low as 6S-8.

M2) it high grade tor which reoistered is WG-8, may
reaister as low as WL--.

.. i•eoaraphic area - There are no limitations to the area a
reoistrant selects +or referral. rhe registrant can choose to
reoister ior locations in the United states and/or overseas. A
sonuse s areA 0t referral must be the same as the sponsor. Under
"'L'" Droram. nc1ivliv.ial activity selections are not permitted:
tfner-serorp. __ntrv rns zone. region. state or country must be made.

4. Moving' Lxpen•e

a- 1. L -oaram - Movina expenses are not ouaranteed
wnen olacement Is 'hroLMM the "I" orooram. J+ the realstrant's
act•vitv ma neen +onti~iec tar closure, exoenses will normaily
bp palo. Hnwever, wnthout a RIF notice or assurance that the

reoistrant will ne senarated. the reoistrant Is responsible 4or

movino expenses unless able to negotiate with the new employer
+or payment. Moving expenses cannot be autnorized if a move
results +ram placement in private industry or from a spouse's
acceptance of an offer.

L-3
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o. ".A. •rooram - it Placed throuah the VPP. movina
expenses are paid in accoroance with the Joint Iravel Reaulation

-! --0 and Mhanter -ý. naraoraon I- or) this manual.

E. REGISTERING ACTIVITY PROCEDURES

i. Heaistration and tile maintenance will be in accordance
witrt tanteners t -Anc e >:c4nt a- -o.iows:

a. item W, -- nter a "'Z".

b. item l., - tnter pay arouo. series and arade 0t
current or last permanent Federal employment. It none. leave
Di an •.

c. Item 14 - Enter title of current position or last
position occupied. If not emoloVed, leave blank.

d. Item 29 - Enter a "Y" to indcicate availability for
non-DoD Federal aaency positions. (NOTE: On a -Z" orogram
recistration. the reoistrant must have a "Y" in both Item 29 and
Item b7).

e. item 41 - Enter the anticipated effective date of the
RIF action (i.e., date o+ separation, change to lower orade.
etc.). i+ not involved in a RIF, leave blanK.

f. item 42 - Enter one year from the date shown in item

41. if Item 41 is blank, leave blank.

C. items 4-% tnrouoh 4o - Leave BianK.

M. irems 4/ throbLuh _ - Enter zone. region and/or state

=elections +or reterral ot reoistrant to bob and non DoU Federal
emoznveys in tne on-ntea States.

i. Item 7si - Leave 3lank.

S. !tems n_ thr o 0ja _ :b - Leave Wlank.

K. item _b - 0+ reterral is desired tor overseas, enter
up to 21) overseas rountrv codes (Appendix L).

1. item b/ - Enter a "Y" to indicate availabilitv for
private sector. (NUrE: Un a "Z" program registration. the
reiistrant must nave a "Y" in this Item and Item 2Y.)

m. item bU - Appendix C contains codes +or referral to
the private sector. This item allows tor single region selection
or expanded area by use of Region codes 13 through 15. If the
reqgistrant desires consideration only in a specific city and
state enter "00" in this Item and sDeci+v the choices in Items
b9 through 62.

L-4
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. •items n tnrOuaIh- b - Individuals may reoister for up
to two States/cirteFe. C.noose the abbreviation of the state trom
tnp btate uoCes 4, nnanonix L. Snow tni name af tne iaraest citv
kcommuttno area) within the selected state where the reaistrant
wisneS tn wo'Pk. on thp same tor the seconn choice. M citv
identitlea in Item 6) must be within the state loentitied in item
s. #Aso, a citv ioentti•eo in item 6Z must ne within the state

icentiited in item 61. fnese locations do not have to be in the
reolon chosen in Item n. f state code may not oe shown without
a citv and a city may not (e shown witnout a state.

0. item 6b - Leave blank.

UbE UF FILE MAINTENANCE TO EXTEND REGISTRATION IN DORS
FUJ•- NE YEAR - Whether there are dates in Items 41 and 42 or not.
the ÷ollowino steos are reauired to extend a "Z" oroaram
rec!: tration:

a. epaisterina CPO's are notified by a Reqistration
Unnate Notification Listina after a registrant has been in DORS
ior II months.

b. ihe CLIJ sMOUld tirst determine whether the reaistrant
,F sT-i- ellicible or continueo rpcistratLon and whether he/she

desires to have his/her reoistration data extended for an
adu:tionai year. ý-nr those who desire extended reoistration. the
rtij snoLVIo rnview the resume data to determine which Items
reRCLfiro- an uodate.

C. t-nanaes are made My +Ile maintenance on a
-=nistration/ tilpe iantenancs1 Format and submitted through the

a. File maintenanre received and orocessed by UUSL
ne+0r,- the pend n÷ tne ia.tn month a- the apolicant's reqistration
wiii serve to extend the reoaitration +or an additional year.
Anv tile maintenance submitted durina the year will serve to
uodate a OuUb recistration -or a year from the date processed by
DUbL.

e. File maintenance not processed at DDSU before the end
of the 12th month will result in deletion +rom DORS by automatic
computer action and future reqistration will reauire submission
o+ a new Reqistration/F2le Maintenance Format.
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F. CUUNSELING

Lounselina the reoistrant is an important step of the
renistration process. A Lounselinq Checklist is included at the
end of this Appendix and must be followed in the counselina
session. It must be sianed DV the registrant and the counselor.
A copy should be provided to the registrant and a copy kept as
part of the recistrant's file. This checklist provides the
information that must be shared with the individual and documents
that it was discussed. It also serves as the release for Privacy
Act data. I+ an employee and spouse are both reqistering, it is
recommended that they be counseled together.

G. DELETION FROM DORS

I. "Z" Program - DORS rpoistration is active until one of
the tollowino situations occur:

a. rýeaistrant decides to no lonoer be reqistered.

b. 1--molovee is no lonoer on iOo) rolls.

c. LMroiovyeRs sr+ormanceiconnuct warrants deletion.

a. EmoloVeP Is eclible and reqisters in •-WP. Uoon
rQi-tr~tin-• Zn t*'o "A" -ionram. "L" vrnoram renistration ends
automatIcalv;. it an "0'" oronram reoistrant wants to be referred
throu•N U1X1¾). tn-ý; may -O accomplishea in accordance with
Daraoraon u;zc 1+ 1--is apoennix.

e. bponsorina emplovee is no ionaer reqistered in DORS:
thereIore, sooUsP loses elilalibltv. If the DoD employee
relocates as a result of placement throuoh PPP or DORS, the
spouse may remain reaistered in "Z" proaram for one year
followinq the move, even i+ the employee is not renistered in
DURS. The area o0 referral for the spouse, in such case, must be
for the commutinq area of the new location.

+. A year has passed since reqistration or any file
maintenance processed (no update/channe has been submitted);
computer will automaticallv delete registration from DORS.

2. "A. Proqram - An employee who is reqistered in DORS
throuch an "A" proqram recistration will remain active in DORS
until one of the followina situations occur:

a. LmpiloVse is no lonqer renistered in "A" Prooram.

b. imoIovee remains in "A" Program but no lonaer wishes
to be referred to non UDP) Fpceral aoencies and private sect-or.
(Enter an "N" in itemF ' ana 5/ oa+ the tenistration/File
Maintenance hormat.)
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H. UAINING ACTIVITY PROCEDURES

1. Requisitioning

a. Non Doi Federal agencies and private sector request
referral lists of OURS reqistrants by contacting OPM or the
Defense Manpower Data Center (DMDC).

b. DoD activities submit DORS reauisitions to DDSC in
accordance with the nracedures in Chapter 10 o0 this manual.
Prior to +illinq positions throuan DORS. the Automated STOPPER
must be cleared, (i.e., a requisition for the position to be
tilled has been submitted but no orioritv resumes are on hand
wmic?-u blocK the action at the point of commitment.)
Hecuisitionino thrnuon 0)1JH DOES NOT meet the requirements +or
c.a"-ino the A2utomazx•d 610PPER for the PPP.

L.(|FE~b

a. Utters trom DoD and non DoD hederal aoencies are
mAc;• tn -tn reelllst'ant tnrounh tne UPO. Utters +trom the private
'secTor mav be made nirectlv to the reoistrant. Once an offer is
mav• to , reristrant. a resnonse snouin be made within 4 calendar
cavs.

t. Deciination ot any offer does not result in removal

from rn- "z" proaram.

c. Declination oa an offer, while registered in DORS
through an "A" orogram reqistration, will be in accordance with
policy contained in Chapter 3, paragraph B28 of this manual.

I. REPORT ACTION CODES

The requisitioninq/gaining CPO has no reporting requirement'
The reoistering activity must complete report actions in
accordance with Chapter 11 except that report action "02"
(Declination of Uffer) does not remove a DOR5 registrant from the
".Z.. program. (Report Action Codes 03 through 12 remove
registrants from DLIRbs.

J. REGISTRANT RECORDS

A file must be keot on each DORS reoistrant for a period of
one vear from tne "ate of his/her deletion trom the program.
!he tile shouirl contain a sioned copv of both the completed

rlrnstrAtjon. tne couoseiinn cneckjxst. any file maintenance

-, som tt4o an o+ +r- made with the resultine
a cent an cP/a0c in.it on nocument'i.
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DEFENSE OUTPLACEMENT REFERRAL SYSTEM (DORS)
COUNSELING CHECKLIST

During the reaistration counseling session, the +ollowina
in+ormation must be discussed with each individual renisterino in
YJNJS. Lheck n+÷ each item as vou ao along. After completion 0+
the rounselinn. tne renistrant and the counselor must sian and
late tnr, c ecwiist. wtl ch: will become oart a+ tne registrant"s
Lit)R tu e.

j-HS is a voluntary re+erral oroaram +or both the registrant
anO -ýIe "mDlovinn o-u+ce.

Ali civilian DOD emolovees are elilible to register.

bpouses at DoU emoloyees, who are reoistered in UORS throuah
the "A" or "L" proarams. may also register in DORS (through the
"Z" oropram) even it they have never worked for the Federal
qovernment.

_ ORS should not be confused with the Priority Placement
Program (PPP) which is a mandatory placement prooram within DoD.

I+ an individual is currently reoistered in the DoD PPP and
desires re+erral through DORS, the employee may be referred to
non DoD Federal aqencies and private sector through the "A"
proaram. The skills and area a+ referral will be in accordance
with PPP ooiicy.

-er+ormance and conduct at DORS" reaistrants must be
satistactorv.

Heaistrants should be sure they are ready to register in
Dt'-<b and wili seriousiv consioer any otter.

#enistrits witi n- avaiiamie to renort tor autv within 2 to
Swee5s o+ acrpotance at an otter. it currently overseas, must
nP ;Avauiahie to rpnort +or Cutv within b weeks a+ acceptance at

ieostrants wi.I oe referred to oD., non DoD Federal
aoencies anr the private sector. A reaistrant is referred to
a i tnrep sources unoer Ut-"S.

,•eoaraohic area of re+erral is ooen: however, moving
expenses are not cuaranteed. Expenses may be paid depending on
whetner the orqanization is undergoing a reduction or is
actually closing. the gaining agency may choose to pay
expenses. Movino expenses as a result of placement in the
privatE sector cannot be paid by DoD. DoD cannot authorize
payment at movinq expenses as a result of a spouse's acceptance

* o+ an o+ter.

__May register for up to 5 skills +or which qualified.

Fiaure L-I



D_ eclariatior oat ot+ers under OURS wili no: rfsult in removai
+rom the oroaram.

iOrt7eptance (it anv DOsOl5on with DoD will allow 'ontinued
-poistrcit,4'n in :IJWur ! however. acceotance of an of+er with
anntn-r - a•erai Ancv or the nrzvate sector terminates
eiilniilltv in 'JUKb.

tMeoistration data orvidaen will be niven to prosDective
emoiovers includino name. address. home telephone numoer.

education level. current position, orade levei and experience.
This data must be keDT current by intormino the GPO o+ anv
chanoes.

- eoistrants should have a current SF-171, Application for
Federal Employment, and a current resume if requested by
orosoective emolovers.

Registrants should respond within 4 calendar days to any
offer of employment.

Privacy Act Statement - Section 1301. 3301, and 3304 of Title 5
of the U.S. Code authorizes the collection and use of the
information on the Defense Data Support Center Bulletin board
System and tne Reqistration/File Maintenance Format. We must
have vour "ocial Security Number (SSN) to keep your record
strainht because other reolistrants mav have the same name.
Information on your experience, education. traininq and
selT--evelooment efforts. awards, and special qualifications is
necessary to evaluate you alono with other candidates for
positions tor which VOU miont be referred throuoh the Defense
Uutolacement tfeferral bvstem (DUffb). Information will be aiven
to UoD A.tIvlties Acc- also on -ederal. stAte and local aqencies
ana tile or3vate sector. 14ivind us your SSN or any other
inn~mAtnr' 1,7 voluntary. However. we can not process your
renistrarion If vou do not orovide the requested information.
Ini•. comrietec +ormat w-:i necnmp a part o+ tne iLUa a reaistration
oackarin wilicn may be reviewea .n eitner administrative or
;udicia• oroceec~incs.

xecistrant biqnature/Date CPO Sionature/Date

MAY BE REPRODUCED LOCALLY
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